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CHAPTER 3 -PERSONNEL, TRAINING, AND EMPLOYEE
RELATIONS

ARTICLE 1 — EQUAL EMPLOYMENT OPPORTUNITY
Effective February 2, 1990

31010.1 Policy

The Department shall implement EEO and affirmative action principles
in its personnel practices.

All decisions related to personnel policy and practice in the area of
recruitment, testing, selection, placement, employment development,
training, and advancement shall be made on the basis of applicant's or
employee's capabilities to adequately perform the specific job for
which they have applied. All disabled applicants and employees shall
be given consideration for any reasonable accommodation. No one
shall be excluded from participation in, be denied the benefits of, or be
subjected to discrimination, under any program or activity under the
jurisdiction of the Department because of:
e Race, color, ancestry/ethnicity or national origin.
e  Creed or religion.
. Age.
. Sex or sexual orientation.
e  Physical or mental disability.
. Political affiliation/beliefs.
. Retaliation for having filed discrimination charges.
. Marital status.
. Medical condition (cancer).
. AIDS.
31010.2 Purpose
This section specities:
. The EEO Program which shall be used to reach the Department's
affirmative action goals.
e  The appeal process which shall provide a means to resolve
complaints of discrimination.
31010.3 Definitions
Affirmative Action

An active effort to correct the effects of past discrimination by
recruiting, employing, and promoting qualified members of groups that
have been excluded by past personnel practices. Affirmative action is
more than passive non-discrimination; it is an active means toward the
end result -EEO.

Charging Party
Any individual or group of individuals who believe the Department has
discriminated against them in violation of a state or federal EEO law or
regulation.

Disabled Person
Anyone who:
e  Has a physical or mental impairment which substantially limits

one or more of such person's major life activities; or

. Has a record of such impairment; or
. Is regarded as having such impairment.
Throughout these guidelines, the term “handicapped individual” is
synonymous with the term “disabled person” or “persons with
disabilities” or similar variations. The preferred term in the disabled
community is “disabled”, while the federal legal and regulating term is
"handicapped."

Disability
Generally, a disability is defined as a condition of impairment, physical
or mental, having an objective aspect that can usually be described by a
physician.

Handicap
Conversely, a handicap is defined as the cumulative result of the
obstacles which a disability interposes between the individual and their
maximum functioning level.
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Interpretation of Terms in Definition:
Physical or Mental Impairment
Physical or mental impairments are not, in general, defined by listing specific

conditions and diseases because of the difficulty of ensuring the
comprehensiveness of any such list. The term includes, but is not limited to:

e  Any physiological disorder or condition, cosmetic disfigurement, or
anatomical loss affecting one or more of the following body systems:
neurological; musculoskeletal; sense organs; respiratory; speech organs;
cardiovascular; reproductive; digestive; genito-urinary; hemic and lymphatic;
skin; and endocrine; or any mental or psychological disorder, such as mental
retardation, emotional or mental illness, and specific learning disabilities.

Major Life Activities
e Major life activities means functions such as caring for one's self, performing
manual tasks, walking, seeing, hearing, speaking, breathing, learning, and
working.
Record of Impairment
. Record of impairment means has a history of or has been misclassified as
having, a mental or physical impairment that substantially limits one or more
major life activities.
Regarded as Having an Impairment
e  Regarded as having such an impairment means:

e  Has a physical or mental impairment that may not substantially limit
major life activities but that is treated by an employer as constituting
such a limitation.

. Has a physical or mental impairment that substantially limits major life
activities only as a result of the attitudes of others toward such

impairment.
. Has no impairments but is treated by an employer as having such an
impairment.
Substantially Limited

A disabled person is substantially limited if such person is likely to experience
difficulty in securing, retaining, or advancing in employment because of a
disability.

Qualified

A disabled person is qualified when such person is capable of performing a
particular job with reasonable accommodation relative to such person's disability.

Determination

The above definition and interpretation identifies who may be considered disabled
and should be included in affirmative action plans and programs for the disabled.
Individuals with acute disabling conditions such as appendicitis, broken arms,
pulled muscles, etc., which are not stabilized will not meet the definition of
disabled person until the permanence of the residual medical impairment/condition
is determined by a medical doctor.

Alternative Job Placement

The reassignment of an employee who can no longer perform the duties of their
current position to another position in either the same or a different classification,
where they are able to perform the duties of the position satisfactorily.

Discrimination Complaint Investigator

A departmental employee trained in discrimination complaint processing with
emphasis on investigations and fact finding.

EEO Counselor

A departmental employee trained in discrimination complaint processing with
emphasis on informal resolution.

EEO

The legal right of all persons to be afforded full and equal consideration for
employment, retention, and advancement on the basis of merit.

External Discrimination Complaint

A formal complaint alleging discrimination filed with a state/federal compliance
agency or court against the Department by a charging party.

Good Faith Efforts

Specific efforts initiated and acted upon in good faith to attract and appoint
minorities, women, and disabled persons into the departmental work force.

Internal Discrimination Complaint

A formal complaint alleging discrimination filed with the Discrimination
Complaint Manager of the Department.

Reasonable Accommodation

Those job-related adaptations which adjust the difference between the mental or
physical limitations of the person and the requirement of a particular job.
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Reasonable accommodation may include, but is not limited to, any one
or a combination of the following:

. Altering the work environment.

. Providing special equipment and assistive devices, e.g., special
telephone equipment, "talking" calculators, specially designed
desks, chairs, communication devices.

e  Work site modification, e.g., adjustments to equipment height,
rearrangement of furniture and equipment.

. Adjusting work schedules, including reduction of work and job
sharing.

. Job restructuring, e.g., modification of work hours and/or changes
in job duties.

. Support services, e.g., interpreters, readers, driver assistants.
. Architectural changes, e.g., building or structural modification.
. Authorizing leave of absences and providing frequent rest breaks.

. Retraining and considering alternative job assignments through
transfer, demotion, or a training and development assignment.

Sexual Harassment

A form of discrimination typically defined as unsolicited or
unwelcomed sexual overtures.

310104 Responsibility
Executive Staff

The Chief Deputy Director; deputy directors; assistant directors; and
the General Manager, PIA, shall:

. Ensure the overall effectiveness and positive results of affirmative
action efforts within their jurisdictions.

e  Ensure that staff are aware of affirmative action goals, policies
and procedures.

. Monitor compliance with affirmative action procedures.

. At the request of the Assistant Director, Affirmative Action,
designate:

. EEO counselors who are functionally responsible to the
local hiring authority when performing EEO counseling.
The number and level of EEO counselors at each location
shall be determined by the Assistant Director, Affirmative
Action.

e  Discrimination complaint investigators, who shall report
directly to the Program Manager, Discrimination Complaint
Unit, while they are assigned to an investigation. The
number of investigators who shall not be below the level of
captain or its equivalent, unless specifically approved by the
Program Manager, Discrimination Complaint Unit, shall be
determined at each location by the Assistant Director,
Affirmative Action.

The Assistant Director, Affirmative Action, shall:

. Provide staff leadership in the development and implementation
of the Affirmative Action Program.

. Develop and monitor the implementation of departmental policy
statements, regulations, and procedures pertaining to the
Department's Affirmative Action Program.

. Serve as liaison between the Department and compliance
agencies, minority organizations, women's organizations, and
community action groups concerned with EEO and affirmative
action.

. Assist local administrators with the establishment and
implementation of local EEO objectives.

. Evaluate the effectiveness and efficiency of the Affirmative
Action Program, when necessary, by monitoring for compliance
with federal and state laws, rules and regulations.

. Provide the final departmental level of review for discrimination
complaints filed and formally investigated.

. Review the Department's programs and procedures related to
personnel activities and make recommendations for any changes
necessary to remove barriers to attainment of EEO.

. Review and approve departmental examination and recruitment
plans.

e  Provide guidance to all departmental EEO committees and
Women's Liaison Councils.

DEPARTMENT OF CORRECTIONS AND REHABILITATION

Operations Manual

Develop statewide training programs sensitive to the issues of affirmative
action.

Require full cooperation from all employees in efforts to resolve EEO
complaints.

Render the departmental final decision and response to a charging party
and/or state/federal compliance agency on a timely basis.

Initiate the conciliation process as appropriate and necessary.
Program Manager, Discrimination Complaint Unit

The Program Manager, Discrimination Complaint Unit, shall:

Assign, direct, and provide technical assistance to discrimination complaint
investigators and field staff in the timely completion of formal investigations
and/or responses to inquires from state and federal agencies.

. Establish and maintain a roster of employees trained in discrimination
complaint investigations.

e  Provide full support to the fact finding process and assure that
investigators perform without fear of reprisal.

e  Notify the Assistant Director, Affirmative Action, and the appropriate
hiring authority upon the assignment of an investigator.

May conduct discrimination complaint investigations of the most sensitive
and complex nature.

Monitor all discrimination complaint activities.

Follow through to ensure deadlines and target dates are met.
Acknowledge receipt of all formal charges and/or complaints.
Maintain appropriate files and publications.

Coordinate with the Department's LAD and the AG’s Office for legal
counsel.

Maintain liaison with appropriate organizational units, state and federal
agencies, and/or individuals.

Develop training programs for EEO counselors and discrimination complaint
investigators.

Review discrimination complaint investigative reports and make
recommendations for appropriate disposition of formal complaints.

Evaluate the program's effectiveness and recommend changes as necessary.
Chief, HRS

The Chief, HRS, shall:
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Annually develop an Affirmative Action Plan which outlines the activities
necessary in the Department's efforts to attain EEO.

Plan, coordinate, review and evaluate the implementation and effectiveness
of the Department's Affirmative Action Program and submit
recommendations to the Assistant Director, Affirmative Action, for
improvement and corrective action required.

Assist and advise local administrators and their staff on the interpretation and
implementation of the Department's Affirmative Action Program.

Serve in the capacity of Women's Program Manager to include:

e  Development, implementation, and maintenance of an upward mobility
and career development program for departmental employees.

. Evaluation of departmental programs and policies to ensure equitable
participation of females.

. Representation of the Department in meetings and on task force groups
related to women's issues.

Assess the training needs of departmental employees related to the
Department's Affirmative Action Program.

Maintain liaison with the SPB's Affirmative Action and Merit Oversight
Division staff regarding departmental progress in meeting affirmative action
goals.

Provide technical assistance, coordination, and consultation in areas related
to the employment of disabled persons.

Work with management and the Personnel Operations Unit in identifying and
developing upward mobility opportunities within the Department.

Develop, assist, and monitor the implementation of program objectives that
will improve present working employees in lower paying classifications in
their upward mobility within the Department.

Make recommendations to Chief, Personnel Services, in the development of
bridging classifications from clerical to professional and technical
classifications.

Provide job opportunity information to interested employees having an
approved Upward Mobility Plan, CDC Form 915 on file.
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Women's Program Coordinator

The Women's Program Coordinator shall:

Develop and implement an active women's program within the
Department.

Conduct analytical studies and make recommendations on various
positions available to women in the Department, and the means
by which bridging classes may be used, thus promoting upward
mobility for women.

Formulate a plan for the women's program addressing the under
utilization of women in professional classes and ensure that
equitable representation is achieved whenever feasible.

Implement and monitor special women's programs; e.g., Program
Alternatives for Tradeswomen Hiring (PATH).
Coordinate and assist in the implementation of career
development training for women.
Assist in the development and reviewing of the Department's
annual affirmative action and upward mobility goals and
timetables.
Serve as staff resource to DWLC.

Hiring authorities shall:

Ensure that EEO and affirmative action principles are integrated
in the daily planning and operations under their responsibility.

Strive to meet departmental goals and objectives.

Appoint an Affirmative Action Coordinator at a level no lower
than Correctional Administrator or PA for their institution or
region. Any lower level of appointment, must be approved by the
Assistant Director, Affirmative Action.

Select and maintain a sufficient number of trained EEO
counselors to serve their respective area of responsibility.

Ensure that a suitable location is provided for complaints to be
heard in private.

Ensure the names and telephone numbers of EEO counselors are
posted on bulletin boards or in conspicuous places.

Ensure that EEO counselors perform their duties without fear of
reprisal.

Affirmative Action Coordinator

Assist local administrators with the development, evaluation and
implementation of the EEO program, particularly the following
areas:

. Affirmative Action Plan.

. Women's Program.

. Upward mobility.

. Disabled persons.

. Annual language survey.

. Special employment projects, i.e., Limited Examination and
Appointment Program (LEAP), Work Incentive/Career
Opportunity ~ Development (WIN/COD),  Program
alternatives for Tradeswomen Hiring (PATH), etc.

. Recruitment.

Maintain familiarity with conditions and circumstances affecting
affirmative action locally and departmentally.

Provide staff leadership in the development and implementation
of the local Affirmative Action Program.

Develop a system to monitor Affirmative Action Program
effectiveness and make recommendations for changes or
improvement in personnel practices and other management
activities which have impact on the Affirmative Action Program.

Provide all necessary documents or regularly scheduled reports
pertaining to affirmative action as requested by the Assistant
Director, Affirmative Action.

Provide a point of contact for coordination and liaison between
local management and program staff, special interest groups and
organizations, community leaders, etc., to keep these groups
informed and to encourage united efforts for maximum benefit
from affirmative action activities.

Provide guidance and direction to EEO counselors for resolving
complaints at the informal level.
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e  Document and report to the Assistant Director, Affirmative Action on a
quarterly basis the number and types of counseling services provided.

Middle Managers/ Supervisors
All managers and supervisors shall:
e  Implement personnel practices consistent with the Department's Affirmative

Action Plan and disseminate affirmative action information to all employees
under their jurisdiction.

. Make opportunities available for EEO targeted groups to participate in
special and staff development assignments which will enhance an employee's
ability to promote.

Supervisors shall:

e  Encourage eligible employees to investigate opportunities for promotion or
transfer by upward mobility means.

. Keep employees apprised of upward mobility opportunities.

. Review an employee's Upward Mobility Plan as part of the annual
performance evaluation.

EEO Counselors

EEO counselors shall:

e  Establish and provide an open channel of communication through which
employees may discuss complaints and pursue informal resolution.

. Serve as a bridge between employees and management to help resolve
discrimination complaints by discussing problems with employees and with
supervisors or their associates, by advising employees on the issues, and by
developing appropriate solutions whenever possible.

. Hear, answer, and advise individuals on informal complaints of
discrimination.

. Direct individuals to the appropriate procedure if the issue of the complaints
does not involve an allegation of discrimination.

. Explain how the discrimination complaint system works, including
informing employees of their rights and responsibilities with regard to the
internal discrimination complaint procedure.

e  If the complaint is resolved to the charging party's satisfaction, present the
charging party with a written report of agreement reached within five days of
such agreement.

. If it is not resolved to the charging party's satisfaction, provide the charging
party with a written report of inquiry within 20 days of initial contact.

. Consult with the local affirmative action coordinator as necessary.

Discrimination Complaint Investigators

The discrimination complaint investigators shall:

. Gather facts (not make judgments) which can be used to make a proper
determination as to whether or not a discriminatory act has actually occurred.

e  Begin an investigation within five days of assignment.

e  Contact the charging party, verify the nature of the complaint, obtain details,
and gather additional supporting evidence.

. Interview all parties involved and adhere to the provisions contained in the
Peace Officers Bill of Rights as applicable.

e  Confine the investigation to fact finding relevant to the particular case.

e  Report immediately all problems encountered in the investigation to the
Program Manager, Discrimination Complaint Unit.

. Submit a report of findings of facts to the Program Manager, Discrimination
Complaint Unit, within the specified time period.

All travel and per diem expenses incurred by the assigned investigator during the

course of the investigation shall be paid by the investigative (sending) location.

All appropriate training for discrimination complaint investigators shall be

coordinated by the Program Manager, Discrimination Complaint Unit.

Employees

Each employee shall implement the Department's affirmative action policy in their

activities. Any employee who willingly and knowingly fails to adhere to the intent

of this policy shall be subject to appropriate adverse action.

31010.5

It is unlawful for employers to discriminate on the basis of sex against any

individual with respect to conditions of employment. An employer may be liable

for the acts of their employees with respect to sexual harassment regardless of

whether the specific acts were forbidden by the employer.

31010.5.1 Inappropriate Behavior

Behavior which constitutes sexual harassment includes, but is not limited to:

Sexual Harassment

. Verbal harassment, e.g., epithets, derogatory comments, jokes or slurs.
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e  Physical harassment, e.g., impeding or blocking movement,
gestures, or any physical interference with normal work or
movement.

. Visual forms of harassment, e.g., derogatory posters, letters,
poems, graffiti, cartoons, or drawings.

. Requests for sexual favors or unwanted sexual advances when
this behavior:

. Interferes with work performance.

. Creates an intimidating, hostile or offensive working
environment.

. Influences or affects the career, salary, working conditions,
job or other aspects of career development of an employee
or prospective employee.

e  Isan explicit or implicit term or condition of employment.

The following behavior by Department supervisors and managers also
constitutes sexual harassment:

. Failure to take corrective action when the supervisory or
managerial employees know or reasonably should know that any
employee in the line of supervision is being subjected to sexual
harassment on the job by anyone.

. Retaliation against any employee or applicant for employment
who complained of sexual harassment or who assisted or
participated in any manner on behalf of a complainant in an
investigation, hearing, or proceeding conducted as a result of an
alleged sexual harassment.

31010.5.2

When an employee believes that they are the victim of sexual
harassment, it would be appropriate to:

Corrective Action

. Inform the individual that their behavior is unwelcomed,
offensive, or very inappropriate.

. Request informal assistance and counseling from supervisory or
management personnel, the local EEO counselor, the
Department's Women's Program Coordinator, or the Affirmative
Action Officer if the employee feels threatened or has difficulty
expressing disapproval.

e  File a discrimination complaint based on sexual harassment.
Disciplinary action shall be taken, up to and including dismissal,
against any employee who has engaged in obvious sexual harassment
of another employee or applicant for employment.

31010.5.3

Cases of sexual harassment may have negative consequences, such as
the following:

Adverse Effect on the Department

. Poor employee morale.
e Higher turnover.
e  Lower productivity.
e  Court proceedings which may result in back pay or punitive
damage awards.

. Withdrawal of funds by the federal government.
31010.6 Goal Setting Process

Annual Report
The Department shall establish annual goals and timetables on hiring
rates. These goals are reviewed, approved, and/or modified by the SPB
and published in an annual report to the Governor and the Legislature.
The HRS annually shall compile and develop departmental goals and
timetables using guidelines set forth by the SPB.

Dissemination
They shall disseminate annual goals and timetables to hiring
authorities.
31010.6.1 Parity Base
California Civilian Labor Force Data
Based upon the California Civilian Labor Force (CCLF) data (1980
Census), the Department's primary work force composition goals by
individual target groups are as follows:

White 69.8%
Black 06.6
Hispanic 17.2
Aisian 03.6
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Filipino 01.6
American Indian (Native American) 00.7
Pacific Islander 00.3
Other 00.2
Female 42.8
Disabled 06.3

Client Service Population
As a secondary goal where the representation of a target group within a specific
classification which has routine daily contact with inmates meets or exceeds the
CCLF percentage for the target group, the Department may use the client service
population (i.e., inmate population) as a parity base. The goal with the parity base
is that the percentage of employees of the target group within the specific
classification shall be at least 70 percent of the percentage of inmates of that target
group.
Since the composition of the inmate population is constantly changing, secondary
goals shall be revised annually based upon the results of the annual ethnic count of
the inmate population.
31010.6.2 Hiring Rates

The Department develops and submits to the SPB three types of annual hiring rates
as follows:

. Intake hiring rates are projections of appointments of new hires, permissive
reinstatements, and transfers from other state departments.

e  Promotional hiring rates are projections of promotional appointments of
Department employees.

e  Upward mobility hiring rates are projections of promotional or lateral
transfer appointments into targeted classes (within designated job categories)
identified as requiring additional action to reach Affirmative Action Plan
goals.

31010.7 EEO Advisory Committees

Each institution/parole region shall establish an EEO committee to serve in an

advisory capacity to the hiring authority. Hiring authorities shall ensure an ethnic

and sex balance within the committees through additional appointments as
necessary.

31010.7.1 Meetings
The committee shall meet at least quarterly.
31010.7.2 Membership

Membership shall include the following individuals:

. Warden or RPA and deputy RPA.

. Institution or regional affirmative action coordinator (chairperson).

e  EEO counselor.

. DAC representative.

. Women's Liaison Council representative.

. Representatives from major work locations selected by the Warden/RPA.

. Representative from departmentally recognized advocacy groups.

31010.8 Women's Program

The program shall:

e  Facilitate representation of women in the Departments work force at all
levels (commensurate with their representation in the California Civilian
Labor Force).

. Promote a career environment that encourages, supports, and provides for
equal opportunity and for a full use of women in all job classifications.

e  Ensure that systematic barriers contributing to the under-representation of
women at specific levels are eliminated.

. Ensure that all aspects of the Department's affirmative action evaluation
process include those specific areas that relate to women, including sex
discrimination and the under-utilization of female employees from all ethnic
groups.

e  Facilitate the exchange of information on women's issues.

. Advise managers, supervisors, affirmative action coordinators, and women
on how to recognize and deal with women's issues.

. Review departmental rules, procedures and policies, and make appropriate
recommendations regarding their impact on women's issues.

. Assess program needs and identify problem areas to be remedied.

. Act as a resource for information pertaining to women's issues and the
employment of women.
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31010.8.1
The Departmental Women's Liaison Council (DWLC) is an advisory
group to the Director and other departmental administrators and staff.
The council reports to the Director and at their direction, responds to
requests for assistance from other departmental personnel.

31010.8.1.1 Functions

The DWLC shall:

. Assist the Department to identify, promote, and implement an
effective program to achieve the equitable representation and
utilization of women in all job classifications.

Women's Liaison Council

. Ensure that issues of particular concern to female employees are
brought to the attention of management.

e  Establish a channel of communication among female employees.

e  Provide a forum for the informal resolution of problems of
particular concern to female employees.

. Act as a resource to women to achieve labor force parity at each
level by monitoring entry level and promotional opportunities,
and assist in recruitment efforts.

. Participate in all meetings and task groups as assigned.
. Act as liaison between the DWLC and the local Warden or RPA.

. Act as liaison between the DWLC and local women's liaison
councils.

. Disseminate information received at monthly meetings to women
at the local level.

e Identify, encourage and assist in preparing women to promote.
31010.8.1.2 Membership
The DWLC shall include the following:

. The local WLC chairperson from each institution, parole region,
PIA Headquarters, Central Office, and the Academy.

e  Female employees from each work area shall elect a local
representative and an alternate. All ethnic and occupational
groups shall have an equal opportunity to be represented where
possible.

The Assistant Director, Affirmative Action, or designee, shall serve as

an ex-officio member of the DWLC.

The executive body of the DWLC will consist of a chairperson, co-
chairperson, and recording secretary.

Selection of Executive Body

Nominations for appointments to the DWLC executive body will be
conducted by a committee of five representatives selected by the
incumbent chairperson. Committee representatives will be selected
based on geographic location (north/south) and represented
bodies (institutions, parole regions, Central Office, the Academy).
Election to the DWLC executive body will be staggered to ensure that
only one-third of the executive body is changed at any time, and that
the changes impact equally on geographic locations (north/south) and
represented bodies (institutions/parole regions/Central Office). All
DWLC terms will be a standard 24 months.

DWLC representatives will be allowed up to four hours of work time
per week, as needed, to carry out their responsibilities as DWLC
representatives. The local WLC chairperson shall be allowed an
additional four hours of work time per week, as needed, to carry out
their responsibilities.

31010.8.1.3 Term of Office

Council members shall serve a 24-month term.

. Representatives shall be selected on a staggered schedule to allow
the selection of approximately one-third of the membership each
six months.

. Local WLC chairpersons will be selected on a staggered schedule
to allow the selection of approximately one-fourth of the DWLC
membership each six months.

. No council member may serve more than two consecutive terms.

e No council chairperson may serve more than one consecutive
term.

. Membership changes shall impact equally on geographic

locations (north/south) and represented bodies (institutions/parole
regions/central office).
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31010.8.1.4

The Departmental Women's Program Coordinator shall serve as a staff resource
for the DWLC.

The DWLC representatives shall continue with the duties and responsibilities of
their specific assignment and shall be provided up to four hours of work time per
week, as needed, and office space as necessary to carry out council
responsibilities.
31010.8.1.5
Members shall:

e  Participate in all meetings and task groups as assigned by the DWLC.

. Serve as liaison between the DWLC and the Warden or RPA, local Women's
Liaison Council (WLC) and other female employees.

Resources

Requirements

. Provide input to the DWLC on issues of concern to female employees.
31010.8.1.6
The DWLC shall meet at least quarterly and as called by the Director. Meetings
shall be conducted by a chairperson elected by the membership during the first
council meeting held in each fiscal year, to take office the following meeting.
31010.8.2
Central Office, the PIA, and each institution and parole region shall establish a
local Women's Liaison Council to serve in an advisory capacity to its respective
Warden/RPA; the General Manager, PIA; or Chief Deputy Director. The WLC
shall:

Functions

Meetings

Local Women's Liaison Council

. Assist the local facility to identify, promote, and implement an effective
program to achieve equitable representation and utilization of women in all
job classifications and assignments.

e Work with Affirmative Action personnel to ensure equitable treatment of
women on the job, and bring to the attention of local departmental
management issues of particular concern to females.

. Monitor entry level and promotional opportunities, and assist in recruitment
efforts.

e Identify and seek solutions to problems that contribute to nonretention of
women.

. Identify, encourage and assist in preparing women to promote.
. Act as a resource person to women at local work sites.

. Monitor local training and development assignments to ensure women are
provided equal opportunity for career development.

e  Keep informed of women's concerns at each work site. Provide a forum for
the informal resolution of problems of particular concern to female
employees.

Membership
The WLC shall include:

e One representative from each work area and each watch. The council should
be comprised of individuals from all classifications utilized, e.g., medical,
custody, trades, clerical, etc.

e  Individuals interested in becoming WLC representatives for their work site
shall submit a letter of interest and brief resume to the local WLC. A
subsequent interview shall be conducted with the local WLC chairperson, co-
chairperson, and the highest ranking administrator of the facility or their
designee.

e  The executive body of the WLC shall consist of a chairperson, co-
chairperson, and recording secretary elected by the local WLC
representatives.

e  The WLC chairperson shall act as the representative to the DWLC.
Should a WLC chairperson be elected to the executive body of the
DWLC, the local WLC co-chairperson shall assume the major
responsibilities at the local facility.

All attempts shall be made to ensure that all local ethnic and occupational groups

are represented.

Term of Office

Council members shall serve a 24-month term. Local WLC chairpersons will be

selected on a staggered schedule to allow the selection of approximately one-

fourth of the DWLC membership each six months. No member shall serve more
than two consecutive terms.

The local WLC chairperson may not serve more than two consecutive terms.

31010.8.2.1 By-Laws

Local Women's Liaison Councils shall maintain and submit to the Women's
Program Coordinator in the HRS by-laws approved by its respective Warden or
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RPA; the General Manager, PIA; or Chief Deputy Director. These
by-laws shall outline roles, responsibilities, organizational structure,
election procedures, terms of office, and other operational procedures
as deemed necessary by the local Women's Liaison Council.

Additionally, by-laws shall outline amendment procedures; and when
any amendments are made, an informational copy shall be forwarded to
the Women's Program Coordinator in the HRS.
Meetings

The WLC representatives shall meet monthly and as called by the
administrator. A general meeting open to all personnel will be held at
least quarterly.  Meetings shall be conducted by the -elected
chairperson. To ensure that the membership of the DWLC does not
have more than one-fourth turnover at any one time, elections for WLC
chairperson shall be staggered as follows:

Jan.: CCC, CCI, CIM, CIW, CMF, Region 1.

April: CRC, Central Office, CMC, ASP, FSP, Region II.
July: COR, CVSP, SQ, CTF, DVI, Region III, PIA.
Oct.: MCSP, NCWF, RJID, SCC, Region IV, PBSP.

WLC representatives shall be allowed up to four hours of work time
per week, as needed, to carry out their responsibilities as WLC
representatives. The local WLC chairperson shall be allowed an
additional four hours per week, as necessary, to carry out the
responsibilities as DWLC representative.

31010.9 Disabled Persons Program
The Disabled Persons Program shall:

. Ensure that the Department is in compliance with state and
federal mandates prohibiting discrimination against a disabled
person.

e Provide a basis for implementing affirmative action for qualified
disabled persons as members of the protected group.

. Ensure that employment of disabled individuals is based on the
qualifications of the job with reasonable accommodation to the
individual's impairment.

31010.9.1

The Department shall make reasonable accommodations to the known
physical or mental limitations of qualified disabled applicants and
employees, including persons who become disabled while employed
with the Department. Alternative job placement shall be included
within the scope of reasonable accommodation and, in most cases, can
be accomplished within the employee's geographical work location.

Reasonable Accommodation

All employees who incur disabling injuries or illness and wish to
remain employed shall be provided with reasonable accommodation.
This includes the necessary assistance and appropriate employment
options to remain productive state employees.  Alternative job
placement will also be provided when appropriate and if a transfer is
necessary, contacts with prospective hiring authorities shall be the
responsibility of the local Reasonable  Accommodation
Coordinator (RAC) (who is usually the AA Coordinator).

The HRS (headquarters) is available to assist the RAC's as needed by
providing job opportunity information contained in the most recent Job
Opportunity Bulletin.

The Department shall not deny any employment opportunity to a
qualified disabled applicant or employee, if the basis for the denial is
the need to make reasonable accommodation to the physical or mental
limitations of the applicant or employee, unless it can be demonstrated
that the accommodation would impose an undue hardship on the
operations of its program.

Undue hardship is the only basis for refusing to provide reasonable
accommodation to a person. The factors to be considered in
determining whether an accommodation would impose an undue
hardship are:

. The overall size of the program or agency with respect to the
number of employees, number and type of facilities, and size of
budget.

e  The type of agency operation, including the composition and
structure of the agency's work force.

Disabled state employees are a valued resource which should be

utilized. Employees who are unable to perform the essential functions

of their current position because of a disabling condition should not be

DEPARTMENT OF CORRECTIONS AND REHABILITATION

Operations Manual

encouraged to separate from state service until all possible alternatives for
retention have been explored.

In accordance with GC 19253.5(d) an employer may only terminate an employee
for medical reasons if it concludes that the employee is unable to perform the work
of their present position, or any other position in the Department.

The Department has trained reasonable accommodation coordinators and
return-to-work coordinators who are sensitive to the needs of the disabled,
knowledgeable about options available to assist the employees who become
disabled, and who are motivated to do all that is possible to retain disabled
individuals.

31010.9.2 Accommodation Requests

Employees may request reasonable accommodation by submitting a written
request on CDC Form 855, Request for Reasonable Accommodation to their
immediate supervisor. This request shall include:

. The specific accommodation requested.

. The justification of need, including the doctor's statements if necessary.

e The name(s) of vendor(s) who could provide the requested accommodation.
. Costs.

. Statement of how the requested accommodation will assist the employee in
performing their duties.

31010.9.2.1

Supervisors shall evaluate the need for reasonable accommodation on a

case-by-case basis. The value and nature of an accommodation may be clarified

by considering the following questions:

Case Evaluation

e Is the accommodation necessary for satisfactory performance of the essential
functions of the position?

. What effect would the accommodation have on the agency's operations and
on the employee's performance?

. To what extent does the accommodation compensate for the disabled
person's limitations?

e  Would the accommodation give the disabled person the opportunity to
function or compete on a more equal basis with coworkers?

. Are there other alternatives that would accomplish the same purpose?

31010.9.2.2 Supervisory Response

The response sequence to reasonable accommodation request process is:

e  Immediate supervisor - reviews and evaluates the request and makes
recommendation.

. Business manager/fiscal officer - reviews and indicates estimates/cost for
providing request.

e Affirmative Action (AA) Coordinator - reviews to determine if all possible
appropriate accommodations were explored. Local AA Coordinators are to
forward a copy of all approved and denied Reasonable Accommodation
Requests (RAR) to the Chief, HRS.

e  Hiring Authority - first review for approval/denial or modification.

Supervisors shall complete all actions related to reasonable accommodation

requests in accordance with instructions on CDC Form 855, Reasonable

Accommodation Request's; so, the ten day response time, which includes the

hiring authority responding, doesn't elapse. The ten working days start the day the

request is filed.

Due to the 10-day time limitation for responding to an RAR, institution and parole

region supervisors are expected to contact the HRS by telephone for review. With

AA review of the RAR prior to the supervisor's approval consistency and

continuity shall be accomplished.

Supervisors shall, prior to approving reasonable accommodation requests in excess

of $500., contact the Chief, Human Relation Section for review.

Contact the Disabled Persons Program Coordinator in the HRS before denying any

request for reasonable accommodation.

31010.9.2.3 Appeals

If a reasonable accommodation request is denied or if ten working days have

elapsed since the date of the request, the employee may file an appeal to the SPB,

Appeals Division.

31010.9.3 DAC

Functions

DAC shall provide advice and assistance to the Director on issues related to

disabled employees, such as:

. The development, implementation, and maintenance of EEO and Affirmative
Action programs and activities for persons with disabilities.
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e  Projects to improve the personnel practices and employment
opportunities for disabled persons.

. Liaison with groups and organizations that are concerned with
achieving equitable representation and utilization of disabled
persons in the Department's work force.

. Monitoring of issues concerning the committee to ensure that
necessary actions occur within reasonable time frames.

31010.9.3.1 Membership

The committee shall consist of one representative and one alternate

from each institution, each parole region, PIA, and Central Office.

Representatives shall be selected by the appropriate hiring authority.

31010.9.3.2

Members of the committee shall be primarily involved with the duties

and responsibilities of their specific assignments; local administrators

shall make the necessary arrangements to permit members an average
of four hours a week, as needed, in which to perform committee
activities.

31010.9.3.3

The committee shall meet as called by DAC Chairperson, and at least

annually with the Director.

31010.10 Upward Mobility Program

This program provides career opportunities within the Department for

permanent, full-time employees in lower paying classifications with a

demonstrated interest and ability to advance to their highest potential.

31010.10.1 How to Participate

An employee who wishes to participate in the departmental Upward

Mobility Program shall:

. Complete CDC Form 915, Upward Mobility Career Plan.

. Make a self assessment of eligibility, interests, skills, and
abilities.

Resources

Meetings

. Determine career options and desires.
. Discuss career goals with supervisor.
Supervisors
Shall be responsible for:

. Encouraging eligible employees to investigate opportunities for
promotion or transfer by upward mobility means.

e  Keeping employees apprised of upward mobility opportunities.

. Reviewing an employee's Upward Mobility Plan as part of their
annual performance evaluation.

HRS
Shall be responsible for:

. Working with management and the personnel section in
identifying and developing upward mobility opportunities within
the Department.

. Developing, assisting and monitoring the implementation of
program objectives that will improve present working conditions
and upward mobility career development for employees in lower
paying classifications within the Department.

. Making recommendations to personnel in the development of
bridging classifications from clerical to professional technical
classifications.

e  Providing assistance to interested employees having an approved
Upward Mobility Plan, CDC Form 915, on file with job
opportunity information.

31010.11 Affirmative Action Report of Appointment

The HRS shall track good faith efforts in the employee selection

process by collection of specific information on the CDC Form 973,

Affirmative Action Report of Appointment. This form shall be

completed by the hiring authority after final selection to appoint is

made and shall be submitted to the HRS which shall evaluate, analyze,
and report on the data collected through use of this form.

31010.11.1 Data Gathering
The HRS shall monitor:

e  All appointments made at Central Office (including satellite
offices) to any job classification.

. Appointments made at institutions and parole regions at the
Captain and PA-III (and equivalent) level and above.
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31010.11.2
When the anticipated appointment does not contribute toward affirmative action
goals of the Department, the hiring authority shall document all attempts to initiate
good faith efforts and show how this appointment would benefit the overall
operation of the Department.

Documentation

31010.12 Discrimination Complaint

The Department's discrimination complaint process provides a uniform method to
present, to assure prompt and impartial consideration of, and to resolve complaints
that allege discrimination in departmental employment practices covering
recruitment, selection, appointment, compensation, transfer, training, and other
terms and conditions of employment. This process pertains to complaints which
allege discrimination on the basis of:

. Race.

e  Color.

e  Religious beliefs/affiliation.

. National origin.

. Ancestry.
. Age.
. Sex.

e  Physical or mental disability.

e Marital affiliation.

. Having filed a previous complaint.

. AIDS.

. Political beliefs.

. Medical conditions (cancer).

. Creed.

31010.12.1 ‘Who May File

Any applicant for employment, visitors on property maintained by the Department,
and all employees of the Department may file a discrimination complaint upon
becoming aware of discriminatory materials or practices by the Department.

The establishment of this process does not diminish the Department's continuing
cooperation with state and federal compliance agencies in attempts to resolve
discrimination complaints.

All issues arising in this area may be appealed to a higher jurisdiction. No attempt
is made to exclude the right of employees, and job applicants, to file a complaint
with:

e  The SPB.

e  California Department of Fair Employment and Housing (DFEH).

. The U.S.Equal Employment Opportunity Commission (EEOC).

. An action in court.

. U.S. Department of Labor Relations.

The process is intended to address complaints at the lowest possible organization

level, while assuring that each complaint receives full consideration and applicable
resolution.

31010.12.2 Separation From Grievance Procedures

This process does not apply to employee labor relations grievances which shall be
processed through the employee grievance procedures.

Employees who feel their issues are both labor relations and EEO related shall not
use both the grievance procedures and the discrimination complaint process. A
careful assessment shall be made to determine if the expressed concern is a
grievance or a discrimination complaint. Employees may consult with either the
Program Manager, Discrimination Complaint Unit, or the Labor Relations Section
prior to deciding whether an unclear issue is a grievance or discrimination
complaint.

31010.12.3 Discrimination Complaint Process
Revised November 2, 1990
EEO Counselor

Employees who believe they have been discriminated against may discuss the
matter with an EEO counselor within one year of the date of the alleged
discriminatory action or became aware of the discriminatory action.

Informal Assessment

EEO Counselor shall hear the complaint, conduct an inquiry and attempt to seek
informal resolution of the complaint within 20 working days of the initial contact.
Complete CDC form 693, EEO Counseling Report.

Formal Complaint
If the complainant is not satisfied with the results of the informal counseling stage,
the complainant may file a formal charge of discrimination with the Program
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Manager, Discrimination Complaint Unit, within one year of the
alleged discriminatory action (GC 12960). No complaint may be filed
after the expiration of one year from the date upon which the alleged
unlawful practice or refusal to cooperate occurred; except that this
period may be extended for an additional 90 days following the
expiration of that year, if a person allegedly aggrieved by an unlawful
practice first obtained knowledge of the facts of the alleged unlawful
practice after the expiration of one year form the date of their
occurrence. However, the complainant shall provide evidence of not
having knowledge of an unlawful, discriminatory act before the one
year expiration date. Complete CDC Form 694, Discrimination
Complaint Process Interview Record.

Discrimination Complaint Investigation Assignment

The Program Manager, Discrimination Complaint Unit, reviews the
complaint and any related material provided, and determines whether
an investigation is warranted.

Fact Finding Investigation

If assigned, the discrimination complaint investigator shall conduct a
fact finding inquiry of the allegations and prepare a report of
investigation and finding. The report is issued to the Program
Manager, Discrimination Complaint Unit, for review.

Departmental Decision

The Program Manager, Discrimination Complaint Unit, provides a
recommendation to the Assistant Director, Affirmative Action who
determines whether discrimination has occurred based on the report of
investigation and findings. The decision shall be provided to the
complainant. However, at the discretion of the Program Manager,
Discrimination Complaint Unit, a copy or portion thereof of the report
may be provided to the complainant.
Appeal

If not satisfied with the Department’s decision, complainant may file an
appeal within 30 days from receipt of the decision to the Appeals
Division, SPB.
31010.12.4
Those who believe they have been discriminated against may seek
redress by first discussing the problem or issues with the EEO
counselor designated to handle complaints informally at that location.
The EEO counselor shall conduct any inquiry and shall attempt an
informal resolution of the complaint.

Informal Complaints

In attempts to resolve the matter, the EEO counselor shall attempt to
keep the complainant's name confidential, if the complainant so desires,
but confidentiality cannot be guaranteed.

If the complainant is not satisfied with the result of the investigation
and chooses to formalize the complaint, the EEO counselor shall advise
the complainant of all rights and procedures for filing a formal
complaint.

31010.12.5 Formal Complaint

Anyone may file a formal written discrimination complaint with the
Program Manager, Discrimination Complaint Unit. A discrimination
complaint investigator may be assigned to conduct a fact-finding
investigation of the allegations and prepare a report of investigation and
findings. The Assistant Director, Affirmative Action, shall make the
final departmental decision on the complaint as to whether or not an act
of discrimination has occurred.

31010.12.6 Employee Rights

All employees have the following rights with regard to discrimination
complaints:

. To use a reasonable amount of work time to make an informal
presentation of their complaint to an EEO counselor. Consistent
with the immediate needs of the Department, this right shall in no
way be abridged, or its execution delayed, by any departmental
employee.

. To keep their complaint confidential until:

e  They give the EEO counselor permission to do otherwise in
order to bring the complaint to the appropriate authority for
resolution.

. A formal charge is filed with the Program Manager,
Discrimination Complaint Unit.

e It is determined that further action must be taken by
appropriate managers/supervisors.
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e To receive a full, impartial, and prompt investigation if the Program
Manager, Discrimination Complaint Unit, decides it is warranted.

. To be assisted by a representative of their own choosing at each step of the
process.

. To be free from restraint, interference, coercion or reprisal.

. To withdraw their charge of discrimination at any step in the process.

e  To amend their discrimination complaint at any stage of the process only if
the information could not have been available at any earlier stage of the
complaint.

e To appeal the Department's decision to the SPB.

e To file charges with other appropriate state or federal compliance agencies.

e  Tofile a civil action in the appropriate court.

31010.13 Revision

The Assistant Director, Equal Employment Opportunity, or designee, shall ensure
that the content of this section is accurate and current.

31010.14 References

National
United States Constitution, 14th Amendment.
Civil Rights Acts of 1966, 1970, 1971.

Presidential Executive Orders 11246 (amended by Executive Order 11375), 11478
and 11757.

Title VII of the Civil Rights Act of 1964 (amended in 1973).

Equal Pay Act of 1964 (amended in 1972).

§§ 503 and 504 of the Vocational Rehabilitation Act of 1973.

ACA Standards 2-4054, 2-4056, 2-4057, 2-4058, 2-4067.
State

California Fair Employment Practices Act of 1959.

GC §§ 19790 - 19795; 19230 - 19237; 19400 - 19406

Governor's Executive Orders B54-79 and B65-80.

ARTICLE 2 — HEALTH AND SAFETY PROGRAM
Effective February 6, 1990

31020.1 Policy

The Director hereby establishes a health, safety, accident prevention and reporting
system to prevent and correct safety and health hazards to its employees, inmates
and visitors.

The Department shall strive to provide a healthy environment and safe working
conditions, therefore:

. All personnel and inmates of the Department are responsible for the safety of
themselves and others.

. Safety considerations shall take precedence over convenience and
expediency in the Department's operations.

. Accident prevention and safety are basic management responsibilities:

. Supervisors shall be evaluated on the effectiveness of their safety
efforts.

e  Employees shall also be evaluated on their adherence to safety rules
and safe practices.

. Specific annual health sanitation and fire safety inspections shall be
performed in accordance with applicable laws and with the assistance of the
State Fire Marshal's Office or DHS' sanitation engineer. Follow-up
inspections to audit for correction of identified deficiencies shall be
performed.

31020.2 Purpose

This section specifies the requirements for establishment, reporting and control of

the health and safety management program.

31020.3 Objectives

All systems shall meet or exceed the minimum safety and health standards of the

General Industry Safety Orders (GISO), CCR (8); Manual of Standards for Adult

Correctional Institutions (ACA); National Fire Protection Association (NFPA)

Life Safety Codes; H&SC; and all other applicable federal, state, and local laws,

ordinances, and codes regarding occupational safety, environmental health, and

fire prevention and control.

Each division head shall maintain a place of employment free from recognized

hazards that cause, or are likely to cause, injury/illness or death to employees,

inmates and visitors.
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All personnel shall be aware of, and have access to, the appropriate
manuals and training required to perform assignments in a healthful
and safe manner.

31020.4 Definitions

Unless otherwise specifically indicated, the terms used in this section
are defined as follows:

Accident

Deviation from planned events which causes an undesirable end result
or effect.

Assigned Work or Employment of Inmates
Work performed in any pay or non-pay position in a work program
under the direction, and with the approval of a duly authorized
supervisory lead person or departmental employee. It does not include
skill ~centers, vocational training, or academic education
programs (except for physical fitness training and forestry training
which are a prerequisite to fire suppression duties and are authorized by
LC 3365) or activities which are clearly not encompassed within the
duties and responsibilities of the position to which assigned.

Disabling Injury/ Illness
An injury or illness resulting in either lost workdays beyond the day of
injury, loss of consciousness, restriction of motion, termination of
employment or transfer to another job.

Employee
Every person in the service of an employer under any appointment or
contract of hire or apprenticeship, expressed or implied oral or written,
whether lawfully or unlawfully employed.

Employment
The carrying on of any trade, enterprise, project, industry, business,
occupation, or work including construction, in which any person is
engaged or permitted to work for hire, except household domestic
service.

First Aid
Any one-time and any follow-up visit for the purpose of observation of
minor scratches, cuts, burns, splinters, etc., which do not ordinarily
require medical care. Such one-time treatment and follow-up visit for
the purpose of observation is considered first-aid even though provided
by a physician or registered professional personnel.

. Procedures such as tetanus injections and diagnostic x-rays are
not, in and of themselves, considered medical treatment. Where
an injured person has received an x-ray but the x-ray indicates no
fracture and the employee receives no further treatment (or
prescriptions), the x-ray itself is not considered medical treatment.

. Employees who are treated by a private physician rather than an
institution doctor shall have an Employer's Report of
Occupational Injury or Illness, SCIF Form 3067, completed and
submitted even if the treatment is only first-aid.

A term used to identify the number of disabling injuries/illnesses by a

specified unit, department, or institution. It is calculated by multiplying

the number of injuries, illnesses and deaths by 200,000 divided by the
total number of hours worked by all employees in that unit during the
calendar year.

Health and Safety

Freedom from danger to the life and well-being of staff, inmates and

visitors as the nature of the employment and environment reasonably

permits.
Industrial Injury

Any injury or disease which arises out of the assigned work which may

be either specific or cumulative.

. A specific injury or illness is one that occurs as the result of one
incident or exposure.

e A cumulative injury or illness occurs over a period of time.

Inmate

A person committed to the custody of the Department who:

e Isin a facility, camp, hospital, or institution of the Department for
the purpose of confinement, treatment, employment, training, or
discipline.

e Has been temporarily released from a facility under jurisdiction of
the Department, with or without custody, for the performance of
assigned work.

e  Isnotan escapee or parolee.
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Medical Treatment

Treatment administered by a physician or registered professional practitioner

under the standing orders of a physician. Medical treatment does not include first-

aid treatment even though provided by a physician or registered professional
practitioner.

Personnel and Staff
Any non-incarcerated person employed by the Department and/or working under
the jurisdiction thereof.

Personal Physician

An employee's regular physician and/or surgeon, licensed pursuant to

Chapter 5 (commencing with § 2000, Personal Physician, Division 2, Business and

Professionals Code), who has previously directed the medical treatment of the

employee, and who retains the employee's medical records and medical history.

Physician

Any physician, surgeon, psychiatrist, optometrist, podiatrist, osteopathic, and

chiropractic practitioner licensed by the State of California to practice within the

scope of that license as defined by California statutes.
Place of Employment

Any place within the jurisdiction of the State of California and the Department.
Qualified Injured Worker

An employee, whose injury, whether or not combined with the effects of a prior

injury or disability, permanently precludes, or is likely to preclude the employee

from returning to their usual and customary occupation or position in which they
were engaged at the time of injury; and who can reasonably be expected to return
to suitable gainful employment through the provision of vocational rehabilitation
services.

Qualified Rehabilitation Representative

A person capable of developing and implementing a plan submitted pursuant

to 10006 of the Rules and Qualified Regulations of the Administrative Directive,

Division Rehabilitation of Industrial Accidents. Such a person may be either a

Representative vocational rehabilitation consultant employed by a state, public, or

private agency, or an agent of the employer or employee whose experience and

regular duties involve the evaluation, counseling and placement of disabled
persons.

Recordable Occupational Injuries or Illnesses

Any occupational injuries or illnesses which result in:

. Occupational fatalities, regardless of the time between injury or death, or the
length of the illness (No recording is required for fatalities occurring after a
termination of employment).

. Occupational Illnesses

. Occupational injuries which involve one or more of the following:

. Lost workdays (beyond the date of injury).
e Loss of consciousness.

. Restriction of work or motion.

. Termination of employment.

. Transfer to another job.

. Medical treatment (other than first-aid).

Serious Injury/ Illness

Any injury or illness occurring in a place of employment or in connection with any

employment which requires either inpatient hospitalization for a period in excess

of 24 hours for other than observation, or in which an employee suffers loss of any
member of the body, or any serious disfigurement. Serious injury or illness shall
not include any injury, illness or death caused by the commission of a Penal Code
violation, except the violation of PC 385, or an accident on a public street or
highway.

Severity Rate

A rate calculated by multiplying the number of days lost times 200,000, divided by

the total hours worked by all employees during the calendar year. This indicates

the average length of workdays lost due to the injury/illness.
Supervisor

Any individual who has direction or control over another employee.
Vocational Rehabilitation Services

Services reasonably necessary to restore a qualified injured worker to suitable,

gainful employment. Such services may include, but not be limited to, vocational

evaluation, counseling, retraining (including On-the-job Training [OJT] for
alternative employment with the same employer), and job placement assistance.

31020.5 General Responsibility

Departmental Responsibility
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Departmental headquarters and each institution/region shall have staff
support capability which is well versed in accident prevention, safety
techniques, and departmental loss control practices to support and
guide management responsibility in accident prevention and safety
efforts.

31020.5.1
Each hiring authority shall monitor the overall health and safety
program within their jurisdiction and shall adopt, furnish and use those
means, methods, practices, and operations adequate to foster safe

employment and living conditions for employees and inmates. They
shall:

. Appoint a local safety coordinator who reports directly to the
Warden or RPA in all matters of safety and health, including fire
safety.

Hiring Authority's Responsibility

Paroles

In Paroles, the regional safety coordinator shall be the staff services

analyst. However, district administrators, community based

correctional center administrators, reentry coordinators, and the deputy

RPA for region headquarters, shall administer the health and safety

program in their respective areas of assigned responsibility.

Institutions

In institutions, a safety coordinator (e.g., the institutional fire chief) and

an RTWC (e.g., the Business Manager II) shall be appointed.

The name and occupational title of the local safety coordinator shall be

transmitted to the departmental coordinator each time a change occurs.

Provide the local safety coordinator with training in safety, health and

fire safety.

Inspections

. Annual sanitation inspections and environmental health surveys
shall be conducted by a DHS' sanitation engineer.

e Annual fire safety inspections shall be conducted by the State Fire
Marshal.

Ensure that pertinent information on worker's compensation and

rehabilitative programs are provided to injured employees or inmates.

31020.5.1.1

Responsibility

Ensure posting of the following mandatory notices at locations in each

work place accessible by all employees:

. STD Form 621, Notice to State Employees.

. Safety and Health Protection on the Job provides notice of
employee protections and entitlements.

. CAL-OSHA Form S-11, Access to Medical and Exposure
Records, shall be posted at a location in each work place, inmate
law library, all entrance gates, and other locations accessible for
review by all inmates/employees .

Hiring Authority's Mandatory Notifications

. Ensure that all personnel are aware of, and have access to, the
manuals and training required to perform their job assignments in
a healthful and safe manner.

. Appoint and maintain an active local safety committee
represented by the lead supervisor and an alternate from each
major interest and/or work area involved in the institution/region.

e Ensure that each division head maintains a place of employment
free from recognized hazards that cause, or are likely to cause,
injuries/illnesses or death to employees and inmates.

Compliance

. Ensure compliance and cooperation with applicable federal, state,
departmental, and institution/region/division laws, codes, policies,
standards, and procedures regarding healthful and safe operations.

. Through periodic inspections, the hiring authority shall confirm
acceptable health and safety standards, or

e Implement corrective action.
. CAL-OSHA Form 200, Log and Summary of Occupational

Injuries and Illnesses (final summary page only). Post in a
conspicuous place from February 1 to March 1 annually .

. Department of Occupational Safety and Health citations issued
under LC 6317 shall be posted at, or near, each location where a
violation referred to in the notice occurred.

. Minutes from the institution's monthly Safety Meeting.
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Departmental Health and Safety Officer's Responsibility

The Departmental Health and Safety Officer acts under the direction of the Chief,
Personnel, Health and Safety, and shall:

31020.5.3

Provide overall coordination and implementation of the Department's safety
and health programs, as follows:

e Act as the chief consultant for all accident prevention loss control and
employee safety matters in the Department and with other
governmental entities.

. Represent the Department in all interagency affairs dealing with health
and safety matters.

. Develop, implement, and monitor programs to reduce industrial
injuries/illnesses and related compensation costs.

. Develop, implement, and monitor programs to reduce industrial
injuries/illnesses and related compensation costs.

e  Evaluate performance and set goals/guidelines regarding safety issues
for the Department.

. Develop progressive safety, environmental health and fire prevention
programs.

Provide resource information, including training when required or requested,
using departmental resources, the Office of Insurance and Risk Management
and the State Fire Marshal, for the following areas:

Programs
Occupational safety and health standards.
Fire safety/prevention programs.

Workers'  Compensation  benefits/Enhanced
Leave (EIDL) and Industrial Disability Leave (IDL).

Accident prevention programs and accident investigation.
EAP.
The Return-to-Work Program.

Industrial ~ Disability

Temporary duty assignments for medically restricted staff.
Non-Industrial Disability Insurance benefits.
The Safety Award Program.
The Employee Post-Trauma Program.
Control of hazardous, flammable, toxic and volatile substances.
Environmental health.

Enforcement

Assist with the enforcement of safety laws and departmental policies, if
supervision fails to carry out its assigned obligations. This authority includes
the ability to order work stopped when any activity or object in that work
area represents a potential for serious injury or illness to employees or
inmates.

Report, in writing, to the appropriate management all accident prevention
opportunities and safety deficiencies discovered with recommendations for
appropriate corrective action.

Supervisor's Responsibility

All departmental supervisors are responsible and accountable for safety
performance in their respective areas of responsibility.

Supervisors shall be evaluated on the effectiveness of their safety efforts and shall:
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Instruct employees on the proper safety equipment and personal protective
clothing to be used in their particular work assignment.

Provide all employees updated health and safety training annually on all
changes in laws, ordinances, departmental policies or procedures as related to
their specific duty assignments.

. Conduct discussions of safety issues with employees or inmate/parolee
workers under their supervision. The length and frequency of these
safety meetings shall be commensurate with the hazards of the
particular assignment. These meetings shall be properly documented as
to time, date, content, names of participants, etc.

. Institution supervisors shall meet with employees a minimum of once a
month.

. Supervisors of construction-type assignments shall have weekly safety
meetings of at least 10 minutes.

Provide safety orientation to new employees prior to job assignment,

particularly new employees who will be driving a vehicle on State business.

Verifications

Confirm the validity of the employees' operator's license.
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e  Confirm the provision of defensive driving instruction at least
every four years.

. Brief employees on employee protection plans.
. Evaluate and document on the employee's performance report, the
employee's adherence to safety rules and practices.

e  Ensure that appropriate disciplinary action is taken when an
employee or inmate worker does not abide by the applicable
safety regulations and practices.

Inspections
. Conduct thorough, comprehensive inspections:

. Daily informal safety inspections of work area for any
hazard which may pose potential injury or illness to
employees or others.

e  Formal weekly safety inspections of all areas using hazard
checklist for grounds and for buildings .

All areas shall be inspected weekly by a supervisor trained in fire and
life safety precautions. Supervisors shall not inspect their own areas of
operation but shall trade areas with another trained supervisor in order
to provide unbiased inspections.

e Monthly/quarterly safety and sanitation inspections. Findings

shall be documented with deficiencies noted.

Health and sanitation inspections shall be performed by a qualified
departmental staff member trained in the application of jurisdictional
codes and regulations.

e  Enforce rules, laws, and procedures concerning health and safety.
e  Become familiar with departmental policies and operational
procedures regarding the specific work area being
supervised.
. Report, as quickly as possible, any unsafe or unhealthful
condition.
Documentation

Take immediate action to correct deficiencies. If immediate correction
is not possible, a statement shall be prepared indicating what is needed
and a date of expected completion. Copies shall be forwarded to the
next line supervisor, the safety coordinator, and other appropriate
personnel who may be involved in the correction. The supervisor
preparing the documentation report should maintain a copy for their
records.
Injury Report

In case of work-related employee injury or illness, complete the
Supervisor's Report of Injury or Illness (STD Form 620) within 24
hours.

If the employee believes the injury/illness was caused or aggravated by
the employment, then the Employer's Report of Occupational
Injury (SCIF Form 3067) shall also be completed.

. Ensure that each employee, inmate, or parolee is advised of the
safety requirements of the job, including the duties to be
performed, the procedures to be followed, and the hazards present
in performing the job.

. Ensure that the proper equipment and all safety devices are
correctly installed, operative, and properly used.

31020.5.4 Employee's Responsibility

All employees shall:

. Follow accident prevention rules and regulations, departmental
policies, institutional procedures, ordinances and laws, as required
by their job assignment with particular attention to the following:

. Disturbance control.

. Emergency preparedness and employee protection.

. Control of hazardous, toxic, and volatile substances.

. Fire prevention and suppression.

. Safety operational procedures.

. Inspections.

e Injury reporting.

. Firearms, chemical agents, ammunition, and related
equipment.

e Observe all safety signs, posters, etc.

e  Use all safety devices, guards and equipment appropriate to the task
assigned.

. Report any safety violation or unsafe condition to the supervisor, the local
safety coordinator, or other designated person as quickly as possible.

e  Take action to correct safety violations within their authority.

. Take definitive safety precautions.

e  Immediately report any unsafe or unhealthy condition that cannot be readily

remedied. Reports shall be made to the appropriate supervisor, with a copy
of the report sent to the local safety coordinator.

If Injured

In case of injury or illness the employee shall:

e Report all accidents/incidents to the supervisor promptly, but no later than 24
hours after the injury/illness becomes known (SAM Section 2581.1). Failure
to report the injury or illness promptly may result in delay and/or denial of
benefits.

e Obtain first-aid for minor injuries or illnesses from the institution medical
department and return to work as soon as medically feasible.

If unable to return to work following the first-aid treatment, or if further medical

treatment is required or requested, the employee shall:

e Notify supervisor immediately.

. Accept examination and treatment by the physician and/or facility arranged
by the Department as indicated on the Notice to Employees, STD Form 621
unless the employee has notified the Department in writing prior to the
claimed injury or illness that they want to be treated by a personal
physician.  (See 31020.4 of this section for a definition of personal
physician.)

. Keep the Department/supervisor informed of the physician's opinion
concerning the employee's ability to work.

. Complete an Employee's Attendance Report, CDC Form 998, each month for
time lost because of work injury/illness.

Every employee is responsible for their personal safety and the safety of others.
This includes attending the appropriate training required to meet or exceed the
departmental goals and objectives.

31020.5.5 Central Office/ Institution/Parole Region Safety
Coordinator's Responsibility

The local safety coordinator shall:
. Develop and implement the local safety program.
. Ensure compliance with all safety regulations, codes, directives, and policies.

e In case of serious or imminent hazards to life or safety in any place of work
within the institution/parole region/office, exercise the authority to shut down
the hazardous job, work site, or area until adequate corrections are made.

. In conjunction with the safety committee, review operations to assure
compliance with the departmental safety plan prepared by the Health and
Safety Unit.

. Meet at least monthly with the Central Office institution/region Safety
Committee and attend all departmental safety coordinator's conferences.

e  Make regular, periodic on-site inspections of facilities, equipment, and
devices to ensure that:

. They are in safe operating condition.
. Safety devices are in place and operative.
. Safe operating procedures are being used.
e  Living areas are free of hazards.
. Report the inspection findings to the hiring authority.

3 Make written recommendations to the hiring authority regarding the
prevention/correction of possible, imminent, or present fire or life safety
problems.

. Review all accident reports of employees and inmates to evaluate compliance
with safety policies and procedures and make recommendations regarding
preventive and/or corrective action and training needs.

e Work in cooperation with training staff to develop training programs in the
areas of fire and life safety and ensure:

. Provision of one hour of safety training to all new staff during

orientation.
. Presentation of safety classes through IST at regular intervals
throughout the year.
31020.6. Health Management Program

The Health Management Program shall consist of the following sections.
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31020.6.1 EAP

The Department shall provide assistance to all employees for the
prevention and/or reduction of health and personal problems as they
relate to job performance. It is in the best interest of the State to
employ a fully productive work force that is in good physical and
emotional health. Participation in the program does not jeopardize job
security or promotional opportunities. Employees are expected to meet
job performance standards, so participation does not supersede the
grievance or disciplinary processes. Total confidentiality shall be
observed.

Recognizing that personal problems, unique pressures, and stress can
lead to inadequate job performance and cause further deterioration of
the employee's self-esteem, the Department has established EAP.

EAP does not provide direct treatment to the employee or family
member. EAP is contracted out to a private consulting firm for
diagnostic and treatment counseling services. The consulting firm:

. Is a source of information and referral to independent assessment
counseling.
. Identifies the nature of the problem, and
. Directs the employee or family member(s) to the treatment
service best suited.
Services
This service is voluntary, personal, and confidential. All employees
and their family members are eligible. The information and referral
services include, but are not limited to, problems of alcoholism, drug
dependency, marital, financial, social, legal, emotional, or interpersonal
relationships.
Treatment
The counseling firm provides one-on-one diagnostic and treatment
counseling services. Referrals to other training clinicians are also
provided when needed.
Charges/Visits
There are no charges to the employee or dependents for the private
assessment evaluation. The number of free visits for counseling of
rank and file employees is determined by the bargaining unit to which
each belongs. See the appropriate bargaining unit contract or EAP
coordinator for details.
31020.6.1.1 Departmental EAP Manager's Responsibility
The departmental EAP manager is the Health and Safety Officer. The
EAP manager shall:
. Provide assistance to EAP coordinators in the field and Central
Office pertaining to specifications of the EAP contractor.

e  Coordinate training when needed by the EAP contractor.
. Act as a liaison with other appropriate agencies.

e Monitor effectiveness of program through collection of statistics
and other pertinent data obtained from the EAP contractor.

. Compile reports for dissemination to DPA and other control
agencies.

31020.6.1.2 Central Office EAP Coordinator's Responsibility

The Central Office coordinator shall assist the EAP manager with

responsibilities as stated in this chapter. The Central Office EAP

coordinator has the same duties as a field EAP coordinator.

31020.6.1.3 Field EAP Coordinator's Responsibility

Under the appointment of the hiring authority, the field EAP

coordinator shall:

. Coordinate and administer EAP within departmental guidelines
and the needs of the EAP contractor. All problems pertaining to
the EAP contract shall be referred to the EAP manager.

. Be a referral source for employees to reach the EAP practitioner.

. Make no attempt to diagnose the employee's or family member's
problem but refer the employee to a counseling service trained in
diagnosing and referral services.

e Make known to all employees the existence and services afforded
under this program.

. Provide assistance and training to supervisory personnel in all
aspects of the program.

e  Ensure complete confidentiality of all information obtained from
and about employees and their family members.
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31020.6.1.4
Supervisors shall:

Supervisor's Responsibility

. Accomplish the work of a unit efficiently through the efforts and abilities of
the employees directed.
. Provide assessment of job performance and appropriate corrective
action when necessary.
. Corrective action shall include an offer of assistance through EAP
when the problem appears to be personal in nature.
. EAP is designed to relieve the supervisor of direct involvement in the
employee's personal problems.
. Ensure employee performance and attendance expectations.
EAP Referral
e Give the name and phone number of the EAP coordinator to the employee in
need.
e  Make sure the employee understands that participation in the program
is voluntary and confidential.
. Offer the use of the telephone for the employee to call the EAP
coordinator.
e Document the date EAP was offered.
Use of State Time
. Allow State time off for an employee to consult with the EAP practitioner. If
the employee accepts an EAP referral, allow the employee the time off

required through the use of earned leave credits. This shall be documented
on STD Form 998 as ‘therapy” or “personal consultation”.

Adjust the Work Assignment

. Adjust the employee's work assignment in order to facilitate completion of
the initial diagnostic interview with the outside consultant, as well as any
participation in the appropriate treatment/counseling programs prescribed for
the employee.

Do Not Diagnose
. Refrain from attempts to diagnose the employee's personal problem(s).

e  Information received as a result of EAP referral shall not be placed in
the employee's personnel record.

. Refrain from inquiry of the EAP coordinator or contracting agency on the
status of the employee, e.g., whether or not the employee accepted the
program and/or progress.

Reasonable Time for Improvement

Give the employee a reasonable amount of time to improve the deficiencies before
taking adverse action, if such action is necessary. The supervisor shall review the
employee's performance weekly and document appropriately.

Adverse Action

If an employee fails to respond with acceptable job performance within a
reasonable length of time, or the performance continues to deteriorate, initiate
adverse action. Participation in EAP does not supersede appropriate disciplinary
action.

31020.6.1.5 Employee’s Responsibility

The employee shall maintain satisfactory work performance and conduct on the
job. The employee, when recognizing a need for assistance, may contact the EAP
coordinator or referral/counseling agency before work performance is adversely
affected.

. If these resources are not effective in helping the employee, further
discussion and/or referral may be necessary.

. Acceptance of the service is voluntary.

. The employee shall make every attempt to arrange for EAP
counseling/treatment outside of working hours.

. If the work performance is not corrected, adverse action may result.

The employee need not identify the exact nature of the problem to the EAP
coordinator.

Rank and file employees should refer to their collective bargaining agreement for
further details on EAP.

31020.6.1.6 EAP Contractor's Responsibility
EAP contract vendor shall:
. Provide services as required under the current contract.

e Provide the Department with the appropriate credentials of all of the licensed
clinicians to whom departmental employees shall be referred.

. Provide quarterly and semi-annual reports on program activity giving
pertinent statistical information to the departmental EAP manager.
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e Operate a system of records on individuals in accordance with the
Privacy Act of 1974, Public Law 93-579.

Confidentiality Limitations

. Maintain complete confidentiality regarding the identity,
diagnosis, and treatment of any employee. Disclosure shall occur
only under the following circumstances:

e When authorized by written consent of the employee.
. When records are subpoenaed.

e  Contractor shall advise the Department concerning any
employee whose condition involves clear and imminent
danger to the safety of others or of physical violence by the
employee.

31020.6.2 Medical Termination/ Disability Retirement
(Industrial and Non-Industrial)

Medical termination or disability retirement are proper steps to take in
the event that all appropriate vacant positions in the Department have
been evaluated and determined inappropriate or there are no vacancies
in the Department and all other benefits have been exhausted.

Medical termination and disability retirement are administrative or
voluntary actions which separate an employee who has incurred a
disability/illness and/or is unable to perform the duties of any position
in the Department.

31020.6.2.1
Responsibility
The employee and/or the immediate supervisor shall contact the local
or departmental RTWC for assistance in initiating a medical
termination or disability retirement.

31020.6.2.2 Local and/or Departmental Return-To-Work
Coordinator's Responsibility

If existing documentation is insufficient for the appropriate action, the
local or departmental RTWC shall arrange for a medical examination
and report, cost to be paid by the Department. The appointing power
may require an employee to submit to a medical examination to
evaluate the capacity of the employee to perform the work of a
position. [The local SCIF Office may be contacted for assistance in the
selection of a physician.]

Immediate Supervisor's and/ or Employee's

Documentation

Sufficient documentation may include one or more of the following:

. A medical report from the employee's doctor stating that the
employee is not physically and/or mentally able to function in the
current position or any other position.

. A statement from the employee that they are not physically and/or
mentally able to function in the current position or any other
position.

e A medical report from SCIF stating that the employee is not
physically and/or mentally able to function in the current position
or any other position.

PERS-BEN Form 369

For processing disability retirements, initiate the application for

retirement, PERS-BEN Form 369, upon request from appointing power

and/or employee, if eligible for disability retirement.
Advising the Affected Employee

Advise the employee that the treating physician shall receive a copy of

the medical examiner's report.

Assist and counsel the employee as to the appropriate action to be taken
if medical reports or the employee's own written statement indicate an
inability to perform in the present position or any other position or the
employee has declined an appropriate position(s) that was offered.

Advise the employee of appeal and reinstatement rights.
Retirement Eligibility Criteria

Work-Related Disability Retirement. No minimum service required for
State safety members, five years of credited service required for
industrial members.

Non-Work-Related Disability Retirement. Five years of credited
service required by all members of PERS.

Forward the request, if initiated by the employee, to the appointing
power for appropriate action with the following documents:

e A written recommendation for the approval of the request.
e All pertinent medical information.
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. Employee statement, if one was submitted.
. Evidence that all mandatory options and benefits have been exhausted.

Upon approval of the appointing power, forward the completed PERS-BEN
Form 369 to PERS.

For processing medical terminations of appointment, complete the Notice of
Medical Termination upon request from appointing power. If the employee is
ineligible for disability retirement or eligible but wants to waive the right to
disability retirement and elects to withdraw retirement contributions or to allow the
contributions to remain in the retirement fund with rights to service retirement in
the future, the employee may do so. See Section 33030, Adverse Personnel
Action, of this manual for information on service of the notice, and the
administrative review process. Notify the local Personnel Transactions Office of
proposed action.
31020.6.2.3 Hiring Authority's Responsibility
The hiring authority's responsibility is to approve disability retirement or medical
termination, whichever is applicable, after considering the conclusions of the
medical information and other pertinent information stating that employee is
unable to perform the work of the present position or any other position in the
Department.
Return approved action to the RTWC who initiated the action.
31020.6.2.4 Appeal and Reinstatement Rights
If terminated, the employee shall be given at least 15 days written notice prior to
the effective date of the termination. If the employee wishes to appeal the
termination decision to the SPB, that must be done within 15 days after receipt of
the written termination notice.

Appeal Rights
If PERS disapproves an employee's request for disability retirement, the employee
may file a written appeal with PERS in Sacramento within 30 days of the mailing
of the disapproval notification. An appeal should set forth the factual basis and the
legal authorizations for the appeal.

Reinstatement Rights
Reinstatement is considered upon request of an appointing authority or petition of
the employee who was terminated. If it is determined by SPB that the employee is
no longer incapacitated for duty, the employee shall be reinstated to an appropriate
vacant position in:
. The same class, or
e A comparable class, or
e A lower rated class.
Such a reinstatement to a position in a different agency may be made only with the
concurrence of that agency. In approving or ordering such reinstatements, the SPB
may require the satisfactory completion of a new probationary period.

Re-Employment Lists
When the SPB finds the employee who was terminated, demoted, or transferred is
no longer incapacitated for duty but there is no vacant position available, the name

of the employee shall be placed upon such re-employment lists as are determined
to be appropriate by the SPB.
31020.6.3 Non-Industrial Disability Insurance
State employees who meet eligibility requirements and become disabled because
of a covered injury, illness or medical condition, including pregnancy may be
eligible to receive Non-Industrial Disability Insurance (NDI) benefits.
NDI is a wage continuation program administered by the Employment
Development Department.

Qualification
To qualify, a departmental employee must be a current active member of the
PERS. An employee must be in “compensated employment” (in pay status and
not separated by a formal leave of absence). All permanent part-time and full-time
employees or probationary employees or state officers are covered under the
program. Permanent part-time and permanent intermittent employees and state
officers who have at least six monthly compensated pay periods of service in
the 18 months immediately preceding the pay period in which the disability
begins, may also be eligible for NDI benefits on a prorated basis.
Benefits and leave credits may vary according to designation and/or collective
bargaining unit. For further details see bargaining unit contracts or DPA
Rules 599.770 through 599.779.

31020.6.4 Employee Post Trauma Program (EPTP)
Revised October 4, 1994

Employee involvement in specific violent, work related situations may cause
serious physical and/or emotional trauma to the employee.

Immediate intervention and counseling has been shown to alleviate many trauma-
related problems and to help the employee remain fully productive.
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To minimize the effect of trauma, EPTP shall provide immediate .
intervention care and counseling by coworkers and nondepartmental
professionals.

e Physical assault of a serious nature. .

. Sexual assault of a serious nature.

. Hostage incident.

. Causing serious injury/death to person(s).

. Direct involvement in critical incidents.
EPTP shall:

. Provide specific intervention services.
L[]

. Designate responsibilities and response times for post incident
trauma care.

. Provide professional nondepartmental counseling services in a

timely manner that meets the employee's needs.

. Return involved employees to duty as soon as possible. *

. Train and inform all staff of the goals, operation and use of the *

program. .
Intervention and Counseling Services .

Professional, counseling services to assist employees in post trauma
situations are provided by direct contract to the Department or under
the provisions of SCIF program.

31020.6.4.1 Immediate Intervention

Revised October 4, 1994

Immediate intervention counseling should be available through SCIF.
However, if it is not available through workers compensation, there
is 24-hour-a-day immediate intervention counseling available through
the departmental EAP. EAP shall only be utilized for immediate care
and the employee will be seen thereafter by a workers compensation
clinician. The caller shall:

. State they represent the Department and their call is of an
emergency or crisis nature.

e  Be connected immediately with a licensed clinician.

The clinician shall arrange for a personal visit with a post trauma *

specialist within four hours if need is indicated.

31020.6.4.2 Post-Incident Counseling .
Revised October 4, 1994 o
Subsequent contact and steps shall be based on the needs of the .

employee and the professional judgment of the clinician.

A mandatory post incident counseling interview shall be conducted .
with a licensed clinician specializing in post trauma stress within three
days of the incident, physical condition permitting. If not, the time
shall be arranged by the EPTP coordinator according to circumstances.
The employee shall:
. Be provided information regarding post trauma symptomatology.
L[]
. Participate in the assessment of their emotional status.
Recommendations for further assistance may be proposed.

The content of the interview is confidential; however, the clinician shall
verify the fact of attendance to the Department and provide an

assessment. ®
31020.6.4.3 Continued Care

Revised October 4, 1994 ®
Continued psychological care is available on a voluntary basis through
SCIF. .

The employee may continue seeing the original clinician or may elect
another mental health worker who meets the criteria as outlined in the

program. .
The specific program, time frames, cost coverage, etc., shall follow the

guidelines established in the DOM 31020.7.5.1. .
31020.6.4.4 Contracting for Services .

Revised October 4, 1994

In addition to services provided by SCIF primary contractor, local
administrators may maintain other immediate medical referral services.

A list of additional referral services shall be provided to the
departmental EPTP coordinator including contact persons and

L]
telephone numbers. Contractors shall:

. Provide a documented background in *

intervention and trauma care.

employee/victim
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Have the demonstrated capacity to diagnose and treat employee/victim post
trauma disorders and, if necessary, refer the employee for additional
treatment.

Hold the appropriate current state license in their mental health specialty as
required by the state.

Meet the standards for response.

Be familiar with law enforcement procedures, correctional settings and
critical incident management.

Participate in orientation/familiarization program at the institutions they shall
be serving.

Complete the Verification of Interview Attendance Form .
Coordinator Designation
Revised October 4, 1994

The EPTP coordinators shall be designated as follows:

Department and headquarters - health and safety officer.
Facilities - Negotiations Management Team (NMT) leader.
Facilities - Emergency Operations Unit (training only).
Parole offices - Unit supervisor.
Teams

Revised October 4, 1994

Each facility EPTP team shall be comprised of all NMT member and two or more
staff (non-NMT) with appropriate interest and skills.

The headquarters’ team shall include a staff member from each division.

Parole regions shall form their teams from unit supervisors (coordinators) or other
designated staff members.

At management's discretion, more members can be added consistent with the size
of the facility, parole region, division, or office.

The team shall have both male and female members.
31020.6.4.7

Administrative Responsibility
Revised October 4, 1994

Each Warden, RPA, and Deputy Director/Assistant Deputy Director shall:

Ensure that a local EPTP program is available and used in the employee's
and Department's best interests.

Appoint an EPTP coordinator.
Appoint an EPTP team.

Ensure coordination between the EPTP, the RTW, and the EAP coordinators
and other program resources.

Ensure the EPTP coordinator and team receive appropriate training in the
goals and procedures of the program.

Departmental Coordinator Responsibility
Revised October 4, 1994

The Health and Safety Officer is the departmental EPTP coordinator and shall:

Provide assistance to all EPTP coordinators in establishing and administering
effective programs.

Provide training for EPTP coordinators.
Provide liaison with appropriate agencies.

Coordinate with counseling agencies to monitor and establish more effective
methods of working with employee trauma problems.

Assist area RTWCs, committees, and management in the solution of trauma-
related problems.

Provide information about RTW options and employment opportunities
available to staff involved in critical incidents.

Provide the services of qualified rehabilitation representatives as requested.

Ensure the system maintains strict confidentiality of the employee's personal
information.

Collect statistics and other pertinent data to monitor program effectiveness.

Prepare an annual report summarizing the progress and effectiveness of the
program.

Supervisor's Responsibility
Revised October 4, 1994

In the event of a trauma causing incident the supervisor shall:

Provide relief for the involved employee(s).
Remove the employee from the incident area.
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e Assign another staff member, preferably EPTP trained, to stay
with the employee throughout the post trauma activities. At no
time shall the employee be left alone.

. Notify the EPTP coordinator of the incident and the employee's
apparent physical and emotional status.

. Notify the administration of the incident and that the EPTP
coordinator is responding.

. Assist the EPTP coordinator as requested.

. Prepare the documentation required by DOM 31020.7.5 if the
employee is injured or believes an injury/illness is the result of
the incident.

31020.6.4.10  Local Coordinator's Responsibility
Revised October 4, 1994
The EPTP coordinator shall:

. Assist the WARDEN, RPA, and Deputy Director/Assistant
Deputy Director in determining the composition of EPTP team.

e  Help determine which members will respond to the location
designated.

e  Provide team members to conduct the critical debriefing of the
employee involved for the purpose of:

e Assisting the employee to understand the situation.
e  Providing information and assistance to meet the needs.
. Instruct team members to advise the employee that:

e Information relating to their personal feelings shall be
confidential.

e If information relates to safety and security of the facility
and may lead to adverse action they have a right to
representation.

. Consult with the administration regarding potential services
which may be provided to the employee.

. Ensure the employee is informed regarding medical referral
programs, EAP, Workers' Compensation Benefits, and RTW
program.

. Notify the administration immediately if professional intervention
is requested or deemed appropriate. (Refer to DOM 31020.6.4.2.)

. Notify the RTWC of the incident.

. Schedule the employee for the mandatory counseling interview
and ensure that the interview has been conducted.

. Contact the employee at least once after the initial debriefing if
the employee is off work, or until contact is no longer needed if
the employee is working.

The RTWC will assist the administration in:
. Arrange special work assignments or time off.
. Ensure follow-up care is provided and maintained.
. Evaluate the effectiveness of treatment services.
Debriefing

The debriefing shall be held as soon as possible and prior to the
employee going off duty unless physically or medically infeasible.

If the EPTP coordinator is unavailable, a previously designated and
trained team member shall assume the responsibilities.

A confirmation of assistance form shall be completed.
Information Packet

The employee shall be given a packet containing detailed information
about:

. Psychological referral resources.
e EAP.
. The RTW Program.
. Listing of hospitals.
. Community resources including crisis intervention, rape
counseling, hotline numbers, and support groups.
The pertinence of these services shall be explained.
31020.6.4.11 Employee Responsibility
Revised October 4, 1994
The employee shall:
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. Leave the area where the incident occurred as directed by the supervisor.

. Participate in the critical incident debriefing with the EPTP
coordinator/designee.

e Attend the post incident assessment session with a professional clinician.

If an employee feels that their injury or illness is work related and is preventing the
employee from maintaining a satisfactory work performance, the employee shall:

e Notify their supervisor.
e  Fill out the appropriate forms and documentation to initiate workers'
compensation procedures.
31020.6.4.12  Post-Incident Assignment
Revised October 4, 1994

Assignments of every employee involved in trauma causing incidents shall be
reviewed.

Employees in inmate contact positions shall be temporarily reassigned until:

e  Completion of the mandatory counseling interview and review of the
clinician’s assessment.

. The situation is reviewed by the Warden, RPA, or Deputy Director/Assistant
Deputy Director.

Other employees may be temporarily reassigned if it is in their or the Department's
best interests.

Temporary reassignments shall have:
. Input from both the employee and the immediate supervisor.

. Approval of the Warden, RPA, or Deputy Director/Assistant Deputy
Director.

31020.6.4.13  Time Off
Revised October 4, 1994
Time off shall:

e  Be granted if the employee requests it or if it is determined to be in the best
interests of the employee or the Department.

. Follow sick leave, compensatory-time-off, or vacation procedures.

. May be reimbursed under workers' compensation provisions to include
IDL. (Refer to DOM 31020.7.5.1)

31020.6.4.14  Light Duty/Limited Term Assignments
Revised October 4, 1994

Temporary limited term special assignments may be made and shall be governed
by Department and State rules and regulations.

31020.6.4.15 Return-to-Work
Revised October 4, 1994

The emphasis of the EPTP shall be upon returning the employee to duty in the
shortest time possible.

Notwithstanding, the results of the mandatory counseling interview shall be
considered in the reassignment process.

All alternatives provided by GC 19991 .4 shall be followed where appropriate. The
time frames and provisions of the RTW program shall be followed. (Refer to
DOM 31020.7.6.)

31020.6.4.16 Employee Post Trauma Program Training
Revised October 4, 1994
The departmental EPTP coordinator shall ensure that:
e  All managers and supervisors receive training in the administration of EPTP.
e  EPTP coordinators for all units are designated and trained.

Each new employee shall be instructed regarding EPTP during the orientation at
the local level.

The provisions of EPTP shall be included in the basic academy curriculum.

The Training Section shall coordinate with the Department EPTP coordinator to
ensure that all employees receive information annually at the local level.

The facility/unit EPTP coordinator shall assist IST staff to:
. Train supervisory and management staff in operation of EPTP.
. Provide information of EPTP provisions and services to all employees.
31020.6.5 Blood Donations
A blood donation, a true “gift of life”, is an act of generosity which can in no other
way be duplicated. Without the generosity of volunteer donors, blood would not
be available for thousands of patients who require blood because of illness, injury,
or surgery.

Program
The Department encourages participation in blood donation programs for
employees and their immediate family members.
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e  FEach institution/region and headquarters shall establish blood .
donation programs. A staff person shall be appointed as the blood .
donation coordinator.

Reserve Account

Where there is an American Association of Blood Banks (AABB)

Office, a reserve account shall be established. In all other geographic

areas, the American Red Cross is available. While it does not establish .

reserve accounts, a blood donation program shall be established. .

All requests for withdrawals from a reserve account shall be handled on

a "first come, first approved" basis.

Time Off

The Department allows up to two hours off for regular donors when

back-up coverage is not required. For special donation programs such

as Pheresis, actual donation time plus up to 30 minutes travel time may
be approved.

Supervisors retain approving authority for granting time off for blood

donations. Time off shall not be approved where back-up coverage is

required.

31020.6.5.1 Central Office Blood Drive

The Chief of the Health and Safety Unit is the blood donation

coordinator for Central Office.

Working with the local AABB Office, Central Office shall sponsor a

blood drive three times a year to establish a reserve account for

employees of Central Office and their immediate family members.
Withdrawal Requests

The Chief of the Health and Safety Unit or designee shall approve

withdrawal requests from the reserve account.

31020.7 Safety Management Program

Each institution's safety plan shall ensure that all work and living areas .

are safe from life-endangering conditions and comply with

departmental guidelines by a general safety plan.

Parole and Central Office facilities shall submit only the Employee

Protection Plan which shall be titled “Emergency Preparedness

Employee Protection.” Two copies shall be submitted to the

appropriate deputy director (either for P&CSD or ASD) for review and

forwarding to the CHP.

31020.7.1

Committee

Central Office/ Institution/Parole Region Safety

The safety committee is the vehicle by which the routine day-to-day
health and safety issues (i.e., life safety, procedures, accident reports)
are raised, and, where possible, resolved.

31020.7.1.1 Membership

Central Office/ Institutions .
Central Office or institution membership may be represented through,
but not limited to the following listed areas, by a representative or .
designee. The committee shall consist of at least fifteen members .

representing a large cross-section of the work force. When a
committee vote is required, a simple majority vote of those present
shall be necessary.

. Fire Chief.

. Business Services.

DEPARTMENT OF CORRECTIONS AND REHABILITATION

31020.7.2
Buildings
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To mark facilities for good housekeeping.
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Deputy Regional Administrator (vice chairperson).

Assistant Regional Administrator.

Three PAs representing the major functional interest and/or geographic areas.
A community based correctional center administrator.

Reentry coordinator.

Training coordinator.

Regional safety coordinator.

Each hiring authority shall submit to the Departmental Health and Safety Officer
by January 1 of each year, a roster of the organization and membership by
occupational title of the committee.

31020.7.1.2
The safety committee shall meet at least monthly with the local safety coordinator.
Meetings may be held more frequently where circumstances dictate or to deal with
specific conditions or situations.

Meetings

Minutes shall be kept of monthly meetings and copies transmitted to the
Departmental Health and Safety Officer and the other institution/parole region
safety committees.

31020.7.1.3

Responsibility
Safety committees shall:

Formulate recommended courses of action to resolve or prevent safety
violations.

In conjunction with the local safety coordinator, develop recommendations
for deviations from the standards established in this section as a result of
unique local needs.

Ensure that regular, periodic on-site inspections of the facilities, equipment,
and operational procedures are made as required and that the findings are
reported to the hiring authority.

Investigate complaints of a serious or sensitive nature regarding hazardous
conditions or unsafe practices upon referral by the local safety coordinator.
Assist in development of safety plan and review plan annually making
recommendations to the local safety coordinator.

Color Code And Markings for Equipment, Fixtures, And

The color code shown below shall be used throughout the Department for fire
protection and accident prevention.

The painting of institutional buildings and facilities, other than those specifically
enumerated in this section, shall not be affected by this code.

Red (Fire Protection)
Storage spaces or cabinets for fire

Equipment: Alarm stations, sprinkler systems (except sprinkler heads), stop
push buttons on machines, safety sign highlighting.

No smoking areas: Use red and white alternate stripes.
Hydrants: Paint in accordance with NFPA recommendations;
Vermillion, Candy- Apple Red, White, Lime Yellow
Fire apparatus.
‘White (Traffic)
Aisle marking, corners, waste

receptacles, floor areas immediately surrounding waste receptacles, etc.

. Custody.
. Food Services.

. PIA.
. Maintenance.
. Medical.

. Education.
e  Exclusive bargaining agents.
. IST officer.

Blue (Precautions)

To mark electrical apparatus. Electrical controls, switch boxes, operating levers,
ovens, vats, valves, tanks, compressors, etc.

Green (Safety)

To mark first-aid equipment. Stretchers, stretcher areas, gas masks and respirator
containers, surgical wagons, etc.

Orange

To mark hazardous machines or equipment. Interior surfaces of fuse boxes, power

boxes, machinery guards, exposed moving parts, rolling stock, hand trucks, pallet

e ACA Coordinator.

. Employee Relations Officer (ERO).

. Records.

. Forestry training representative.
Paroles

In Paroles, the members shall consist of the following positions or
designees:

e  Regional Administrator (chairperson).
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trucks, fork-lifts, waste trucks, conveyers, etc.
Note: Paint wheels on rolling stock BLACK.

Yellow (Med.) and Black Alternate Diagonal Stripes

To mark stumbling, falling, or tripping hazards, protruding parts, curbs, dead ends,
low obstacles, railings, stairway approaches, floor pan edges, pillars and posts.

Gray (Office Machines)

To mark utility areas and equipment. Packaging tables, steel racks, supplemental
equipment, cupboards, storage bins, shelves, work benches, etc.



Operations Manual

Green (Hi-Lite)
To mark stationary prime equipment. All prime equipment not
mentioned above: presses, roller coaters, slitters, shears, breaks, saws,
lathes, mills, planers, grinders, drill presses, welders, safety sign
background.
Note: TVORY (Hi-Lite) for all moving parts of above equipment for
contrast and better visibility.
Appropriate color coded stripes shall be placed around machinery and
electrical apparatus in accordance with General Industry Safety
Orders (GISO), CCR (8).
31020.7.3 Safety Awards Program
Local divisions, units, or individuals employed within the Department
shall be eligible to receive an award for their significant achievements
or contributions to safety and health programs.
Safety committees shall:

. Use wide latitude in the selection of award categories to
accommodate local operations.

e  Forward recommendations to the hiring authority for approval
with a brief description of the safety achievement.

Upon approval, a Certificate of Achievement shall be prepared for

signature and presentation by the hiring authority.

See Section 31030 of this manual for further information on awards

programs.

31020.7.4

Ongoing training in safety, sanitation and health practices shall be

provided to all employees and inmate employees.

Accident Prevention (Training)

Training shall consist of identification of the hazards associated with
the particular assignment, including how to perform the task safely,
how to prevent injury to self or others, and how to handle emergencies
involving toxic, hazardous, volatile substances.

Supervisors shall provide training for all employees under their
supervision.

Training shall be provided by the appropriate trained specialist for the
particular hazard involved; e.g., fire and safety areas shall be performed
by the Fire Chief or their designee. Sanitation shall be performed by
the medical officer or their qualified designee, etc. All training should
be coordinated through IST when appropriate.

Safety meetings shall be conducted commensurate with the hazards
involved in the work assignment.

Safety training aids (movies, slides, handouts) may be provided from
appropriate sources (IST, Fire Chief, etc.) to assist with appropriate
training.

All supervisors shall receive training needed to perform required
inspections appropriate to their work areas. Training for safety and
health and fire safety shall be provided by the institution Fire Chief or
their qualified designee. "Qualified" for this type of instruction means
a person who has attended the Basic Safety Training class through the
State Office of Insurance and Risk Management.

31020.7.4.1
Central Office and each institution and parole office shall prepare a
written evacuation plan to be used in the event of fire or other
emergencies. This plan shall be reviewed annually and updated as
necessary.

Proper compliance with applicable laws pertaining to fire and life
safety require that all employees be instructed and kept informed of
their duties and responsibilities in the event an evacuation is necessary.

Employee Protection Plan Guidelines

Specific instructions relating to evacuation plans are contained in
Central Office/Parole Evacuation and Emergency Management Process
of this manual and the Fire Prevention and Suppression Operational
Procedure of each institution.

Routes for evacuation of each area, safe assembly area, alternative
housing, food service for inmates, provision for medical care and
transportation for injured staff and/or inmates shall be included.

. An evacuation may be directed during an emergency by the Fire
Chief, institution firefighter, unit lieutenant or other personnel in
charge of the threatened area.

. Evacuation routes and instructions shall be posted on the walls of
work areas.

e  Exit signs shall be placed to indicate all exits from each area.
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31020.7.4.2

Periodic health, safety and sanitation inspections shall be conducted throughout all
work areas on the following schedule (attach copies of all forms used):

Daily
Supervisors shall perform brief visual inspections of their immediate work areas at
the beginning of their shift and identify that:

. All fire extinguishers are in place, operative, and accessible.

Safety Inspections and Surveys

e All exits are marked.
. Evacuation signs are posted.
. Proper safeguards are in place as required for all machinery.
e  Employees are using appropriate protection for the hazards involved.
e  The working environment is safe and healthful for all employees.
Reports of deficiencies shall be made indicating any item which cannot be readily
corrected. These reports shall be forwarded to the immediate supervisor.

Weekly
Weekly inspections shall be made of each work area by a supervisor trained in
performing more thorough inspections. Supervisors shall not inspect their own
work areas, but instead, a supervisor from an adjoining area shall conduct the
inspection. A “Hazard Inspection Checklist” shall be used for these inspections.
Copies shall be routed to the department head and the institution/parole region
safety coordinator, and a copy maintained by the supervisor of the work area.
Inspection records shall be maintained by the safety coordinator for a period of
two years.

Monthly
The institution Fire Chief, or their designee, shall conduct a comprehensive
monthly inspection for fire and life safety of all areas. Reports of deficiencies
shall be documented and a copy sent to the Warden, and a record maintained by
the area supervisor where the deficiency is noted.

The institution medical officer shall conduct monthly health and sanitation
inspections for compliance with health and sanitation laws and regulations.
Reports of findings shall be maintained and routed as for the fire and life safety
inspections indicated above.

Quarterly

Specific fire safety inspections shall be conducted by the Fire Chief or their
designee as outlined in the Fire Protection in Section 52090 of this manual.

Annual

Annual fire and life safety inspections shall be conducted by the State Fire
Marshal's Office attended by the institution Fire Chief or their designee.

Annual health and sanitation inspections are conducted by a sanitation engineer
from DHS. The supervisor of each work area shall accompany and assist the
sanitation engineer in the inspection of the area.

Complete cooperation from supervisors and employees shall be given to these
inspectors.

Distribution of Inspection Reports

Copies of the above inspection reports shall be forwarded to:

. Warden/RPA.

. Deputy Director, Institutions.

. Deputy Director, ASD.

. Assistant Deputy Director, Health Services.

. Health and Safety Officer.

. All other appropriate personnel responsible for the deficiencies noted.
31020.7.4.3

Environmental health surveys are objective evaluations of institutions and camps
to determine if a healthy and safe environment exists for all departmental
employees and inmates.

Environmental Health Survey

DHS, Environmental Health Division (EHD), conducts environmental health
surveys at each institution semi-annually and at each conservation camp annually.
The inspection is followed by a written report identifying observed deficiencies.
31020.7.4.3.1 Environmental Health Survey Process
The following process is designed to facilitate the correction of deficiencies and
monitor corrective actions. To further identify the Environmental Health Survey
process, a flow chart of the sequence of events has been added for reference.
Notification
At least two weeks prior to the on-site survey, DHS-EHD shall provide written
notification to the institution or camp to be surveyed; the Deputy Director,
Institutions; the Chief, PFAB; and the Health and Safety Officer, Central Office.
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Inspection Team

The following personnel shall accompany the Environmental health
sanitarian on the survey:

Institutions
. Local safety coordinator.

. Chief of Plant Operations, Chief Engineer, or Building Trades
Supervisor.

. Supervisor of the area being inspected.
Camps

e  The camp's lieutenant or sergeant.

. Supervisor of the area being inspected.

The camp's ranger, representing the Department of Forestry and Fire
Protection, shall always be invited to participate with the inspection
team.

Distribution of Health Survey

DHS-EHD shall provide copies of the completed environmental health
survey to:

e Warden.
e Deputy Director, Institutions.

e Deputy Director, Administrative Services.

e Deputy Director, Evaluation and Compliance.
. Deputy Director, P&CD.

. Health and Safety Officer.

. The Chief, PFAB.

31020.7.4.4

Fire and life safety surveys are objective evaluations of institutions and
camps to determine if a safe environment exists for all departmental
employees and inmates.

Fire and Life Safety Survey

The State Fire Marshal's Office conducts a fire and life safety survey at
each institution annually and at conservation camps upon request. The
inspection is followed by a written report identifying observed
deficiencies.

31020.7.4.4.1 Fire and Life Safety Survey Process

The following process is designed to facilitate the correction of
deficiencies and the monitoring of the corrective process. To further
identify the fire and life safety process, a flow chart of the sequence of
events has been added for reference.

Notification

At least two weeks prior to the survey, the State Fire Marshal's Office
shall provide written notification to the institution or camp to be
surveyed; the Deputy Director, Institutions; The Chief, PFAB; and the
Health and Safety Officer.

Inspection Team

The following personnel shall accompany the Fire Inspector on the
survey:

Institutions
. Local Fire Chief.

. Chief of Plant Operations, Chief Engineer, or Building Trades
Supervisor.

. Supervisor of the area being inspected.
Camps

e  The camp's lieutenant or sergeant.

. Supervisor of the area being inspected.

The camp's ranger, representing the Department of Forestry and Fire
Protection, shall always be invited to participate with the inspection
team.

Distribution of Fire Inspection

The State Fire Marshal shall provide copies of the completed fire
inspection to:

. Warden.

. Deputy Director, Institutions.

. Deputy Director, Administrative Services.

. Deputy Director, Evaluation and Compliance.
. Deputy Director, P&CD.

. Health and Safety Officer.
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. Office of Compliance.
31020.7.4.5
Within 30 days from the date of receipt of an official written environmental health
survey from DHS-EHD or fire inspection, the Warden shall submit one copy of a
Plan of Correction to the Health and Safety Officer. The Plan of Correction shall
be prepared using the appropriate format and shall include the information
requested to correct each deficiency. The Health and Safety Officer shall act as
the Central Office coordinator for review and approval of the Plan of Correction.

Plan of Correction

The Health and Safety Officer shall review the Plan of Correction. If problems
pertaining to other divisions arise, the Health and Safety Unit shall take the lead
and coordinate with that division and the institution to resolve the problem. This
approval process shall be completed within 15 working days after the Plan of
Correction is received in the Health and Safety Unit.
Resolution of Problems

If the Plan of Correction is considered inadequate and recommendations are made
by individual divisions to change the plan, the Health and Safety Officer shall take
the appropriate steps to ensure that the affected deputy directors, which shall
always include the Deputy Director for Institutions, and the institution meet or
otherwise reach consensus on the appropriate corrective action to be taken. In the
event a consensus cannot be reached by the affected deputy directors on the
appropriate corrective action, the Director shall resolve the difference(s).

Letter of Approval
If the Plan of Correction is approved by the reviewers as submitted by the
institution, the Health and Safety Officer shall prepare a letter of approval to the
institution for the signature of the Director.

Filing
All Plans of Correction shall be filed with the appropriate control agency. In some
instances, the control agency may be required to approve the Plan of Correction.
31020.7.4.5.1 Follow-Up Inspections
Within 90 days after a corrective action plan is approved by the Director, an
inspection shall be conducted by staff from the Health and Safety Unit to
determine the level of compliance. Proposed capital outlay solutions not currently
under way shall be granted extended time frames for follow-up inspections,
allowing time to show substantial progress of corrective action(s). However,
sufficient written documentation shall be evident at the time of the follow-up
inspection; e.g., capital outlay requests, BCPs, etc.

Advance Notice
Each field operation unit shall be afforded advance notification of the dates that a
follow-up review shall be conducted.

Entry/Exit Interviews
An entry interview shall be held with local administrators prior to the review
activities to delineate the scope and method of the review and identify local
resources required to conduct the review. At this time a staff person shall be
identified to serve as review liaison between the field unit and the review team.
Reviews shall include the inspection of corrective action undertaken on
deficiencies cited in the most recent report by DHS for environmental health
surveys, or the State Fire Marshal, for fire and life safety surveys. At the
conclusion of the review, an exit interview shall be conducted with local
administrators delineating review findings. The results of the follow-up review
shall be reported to the Chief, PFAB.

Report of Findings
The Chief, PFAB shall report the findings of all follow-up inspections to the
Deputy Director, Evaluation and Compliance, with copies to the other managers.
If the follow-up inspections or subsequent environmental health surveys or fire and
life safety surveys indicate that corrective action has not been taken or is seriously
behind schedule, the Chief, PFAB shall inform the Deputy Director, Institutions
Division, and the Director by the Deputy Director, Evaluation and Compliance, of
the problem with appropriate recommendations for action.
31020.7.4.6 Vehicle Safety
The purpose of the Department's Vehicle Safety Program is to:

e  Ensure that all employees possess a valid driver's license appropriate to the
vehicle being used.

. Provide appropriate training for vehicle being used.
. Establish a standard policy for promptly reporting vehicle accidents.

. Establish guidelines for checking vehicles, maintaining vehicle data, and
handling disabled vehicles.

e  Reduce accidents and lower vehicle maintenance repair costs.
. Ensure that all employees are aware of and understand the seat belt policy.
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Valid Driver's License

Every employee who drives on official State business shall possess a
valid driver's license appropriate to the type of vehicle operated. It is
each operator's responsibility to ensure that their license is valid in
accordance with SAM Section 750.1.

. All drivers who are expected to drive on official State business
shall successfully complete an approved defensive driving course
at least once every four years.

e All new employees who are expected to operate vehicles on State
business, even if occasionally, shall successfully complete the
defensive driver's course as per SAM 750. The supervisor shall
immediately request the training officer to enroll the new
employee in the next available defensive driver training course
given by the DGS.

. Fork lift operators shall not drive a fork lift until they have
successfully completed the appropriate training.

Refresher Course

e  Employees who are involved in more than two preventable
vehicle accidents within a 12-month period shall be required to
attend a refresher defensive driver's training course. The course is
coordinated by the DGS.

Safety Equipment

. All passengers and drivers shall use available safety equipment in
the vehicles being operated. This includes seat belts and/or
shoulder harnesses. Medical exceptions may be granted only by
the State Insurance Officer. A detailed explanation of medical
reasons for the exception shall be submitted to the Health and
Safety Unit and transmitted to the State Insurance Officer.

. Privately-owned motorcycles or motor-driven cycles are not
authorized for State business.

. State vehicles shall not be driven from office to home without
advance approval of the immediate supervisor

Accident Identification Card, STD Form 269
The driver of a State-owned vehicle involved in an accident shall
record all pertinent information on the Accident Identification Card,
STD Form 269, found in the glove compartment of the vehicle before
leaving the scene of the accident.
If another vehicle is involved, the appropriate portion of the form (front
panel) shall be completed by the employee and given to the driver of
the other vehicle.
All vehicle accidents which result in an injury to any person or which
involve serious damage to the property of others, shall be reported
immediately by telephone to the nearest adjusting office of the
insurance company listed on the STD Form 269.
Additional instructions are shown on the STD Form 269. Authorized
drivers involved in a State-owned vehicle accident shall comply with
these instructions. The completed card shall be retained for review by
the supervisor authorizing the use of the vehicle and serves as an aid in
the completion of other accident reporting forms.
31020.7.4.6.1 Seat Belt Policy
Each employee of the Department shall wear seat belts while operating
a vehicle on State business. Management shall make prudent
exceptions, after consultation with the State Insurance Officer, for
disabled employees who are hindered by the use of such restraint
equipment.
31020.7.4.6.1.1 Responsibility Regarding Seat Belt Use
All employees shall attest to having read and understood the provision
of the SAM pertaining to the safe operation of vehicles while on State
business. The certification document, CDC Form 975, shall be signed
by all employees acknowledging compliance.

. Arrangements shall be made to make available to all new
employees at orientation meetings an informational film on seat
belts. Specific scheduling information shall be given to new
employees in institutions/parole regions.

Supervisors
Supervisors shall ensure employees are aware of this policy and shall
monitor employee compliance.

Safety Coordinators

Safety coordinators shall ensure a seat belt film is shown to all new

employees during their orientation and at other times as appropriate to
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implement this policy. The safety coordinators shall monitor overall compliance.
Employees
It is mandatory that:

e Any employee operating a private vehicle while on State business or a State
vehicle use the belt provided.

. All passengers riding in a private vehicle utilized for State business or any
State vehicle use the seat belts provided.

. All seat belts and related restraint systems shall be maintained in operational
order and available for use in vehicles as required.

Any employee who fails to use the seat belt (and/or related restraint equipment)

shall be subject to appropriate disciplinary action.

31020.7.4.7

The following are considered reasonable limited services which may be provided

through use of departmental medical services and staff:

Medical Assistance to Employees

. First-aid treatment.

. First medical treatment of work injury.

. Initial diagnosis and prognosis of work-connected conditions.

. Arrangement for further treatment.

. Evaluation of physical ability of injured to return to work.

. Physical examinations, pre-employment and periodic, for fitness and
capability of safely performing arduous and hazardous tasks.

Prevention

Preventive medical measures such as chest x-rays, laboratory tests, immunization,

and measures that prevent or minimize hazards of work-connected exposure to

contagious diseases may also be provided upon approval by SCIF as a service to
employees.
First — Aid Limitations

First medical treatment of work injury shall be limited to injuries that usually do

not require more than five calls to a first-aid clinic or disability beyond the date of

injury. Injury that requires hospitalization may result in payment of temporary

disability compensation or permanent disability, and shall be treated by a

physician as listed on the STD Form 621 when there has been no pre-designation

of physician by the employee.

31020.7.4.8 Medical Assistance to Visitors/Public

For visitors who become ill or are injured, first-aid is the only medical service that

may be provided.

Before discharging the visitor, medical personnel shall be certain that:

. Visitor has been transferred to another physician.

. A friend or relative accepts responsibility for further care of the ill or injured
visitor or (in case no further medical attention is necessary) until proper care
is available.

Financial Responsibility

When necessary to call outside physicians and/or ambulances, it shall be made

clear that the visitor is financially responsible for medical care, treatment, and

other services provided.
Records

Complete records shall be kept of all such first-aid services rendered. Records

shall fully identify the person treated, date of injury, state the full diagnosis, give

the cause for treatment (e.g., description of accident, etc.) and detail the services
rendered, including drugs and supplies used.
Accident Report

When the visitor alleges injury or was involved in an accident on State property, it

is essential that a report be made on Accident Report, STD

Form 268, in accordance with the provisions of this manual.

31020.7.5

Every employee shall report an injury/illness immediately (within 24 hours) and

inform supervision of the details of the injury/illness. Failure to do so may

jeopardize claims for workers' compensation benefits.

Occupational Injuries/Illnesses

The appropriate order of action to be taken in accordance with the Workers'
Compensation LC 4600 is outlined in detail in Workers' Compensation
Benefits (Employees) and Inmate Injuries of this section.

SCIF is the Department's agent in administering the State workers' compensation
benefits. SCIF carries out the details of claims adjustment including medical
contracts and evaluations, payment of approved benefits, representing the
Department in matters before the Workers' Compensation Appeals
Board (WCAB), administering vocational rehabilitation coordination when
necessary, and notifying the Department when permanent disability warrants a
stipulated award or a compromise and release (C&R) settlement.
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All issues of dispute shall be handled and resolved by SCIF and/or
WCAB.
The above process shall not inhibit the employee's right of appeal to the
WCAB. It is recommended that employees try to resolve any issues
with SCIF and/or the appropriate supervisors.
31020.7.5.1 Employee's Workers' Compensation Benefits
Workers' Compensation Temporary Disability (WCTD)
Workers' compensation provides injured employees and their
dependents a means of support when they are unable to work because
of a job-related injury, workers' illness, or death, and minimizes
economic hardship and compensation for physical suffering. Benefits
include medical care, the temporary cost of transportation to and from
medical appointments, prescription charges, death benefits, and
vocational rehabilitation if the employee is a qualified injured worker
and not able to return to former employment. For more detailed
information, refer to the SPB Transaction Manual and Controller's
Payroll Procedure Manual. An employee may receive WCTD plus
supplementation of accrued sick leave or vacation benefits, up to the
gross regular salary.

e An employee may receive a gross amount (WCTD) plus
supplementation up to the gross salary that would have been
received for the period of disability had the injury not occurred.

e An employee cannot receive less than the minimum WCTD
compensation rate of $112.00 per week.
Industrial Disability Leave (IDL)
A disabled employee, included under Division 4 of the LC, may receive
IDL benefits in lieu of WCTD. These benefits are for full normal pay
for the first 22 working days and then reduced to two-thirds of the gross
monthly salary for the remaining period of time the employee is
eligible to receive benefits up to a maximum of 52 weeks, within two
years from the first day of disability.

e FEIDL is extended to non-represented employees who are in
supervisory, management, or confidential positions and who are
responsible for the supervision of represented employees who are
eligible for EIDL (DPA 599.769). The enhanced benefit shall be
equivalent to the insured employee's net take-home salary on the
date of occurrence of injury. Eligibility and benefits may
continue for no longer than one year after the date of occurrence
of the injury. For the purposes of this section, "net salary" means
the amount of salary received after federal income tax, state tax,
and the employee's retirement contribution has been deducted
from the employee's gross salary. To determine eligibility of rank
and file employees, refer to the specific bargaining unit contract.

Assault

. A criminal act of violence on the entitled employee who was
performing in the line of duty.

Criminal Act of Violence
. An unlawful act which results in injury to the entitled employee.
How to Request EIDL

If the supervisor and reviewing officer believe that the injury resulted
from an inmate/parolee assault, then a separate memorandum with a
recommendation shall be prepared for the signature of the hiring
authority. The memorandum shall include the following:

e Name of employee.

. Date of injury.

. Copy of SCIF Form 3067.

. Copy of all medical information.

. Statement that the employee is receiving IDL.

. Circumstances surrounding the injury; e.g., “Injury occurred at
the hands of an inmate as noted on the ‘Institution Incident
Report' dated >

e Any available witness reports.

. Recommendation for EIDL based upon the stated facts.

Appeal

Should the claim for EIDL be denied by the hiring authority, the

employee's excusing remedy for redress is the Director. The appeal

shall contain all of the pertinent facts surrounding the assault and any
available supporting documentation.
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31020.7.5.1.1 Supervisor's Responsibility

Upon receiving a report of an employee's injury/illness, the supervisor shall:

Ensure that the employee receives appropriate medical assistance, which

involves:

e  First-aid for minor injuries.

. Inform the doctor of the employee's work duties and any modified
duties which may enable the employee to return to work earlier.

. Determine whether or not the employee is able to work.

Prompt medical treatment when necessary.

. Transportation may include a State vehicle, ambulance or taxi and a
designated State representative to accompany the employee for medical
treatment.

The treating physician for the first 30 days shall be selected from the STD
Form 621, although in cases of extreme emergencies, the injured shall be
transported to any available doctor, hospital, or public medical service.
Serious Injury
Notify immediately by telephone the departmental Health and Safety
Officer of accidents involving death or serious injury/illness. The Health
and Safety Officer shall notify the DIR, Division of Occupational Safety
and Health.
Identify safety hazards and either take action to eliminate or minimize the
hazards or if corrective measures exceed the supervisor's authority, report
the existing hazard to the local safety coordinator.
Obtain copies of the 'Fifteen Questions' pamphlet to give to injured
employees reporting an occupational injury. The supervisor's review on
SCI Form 3067 shall indicate if and when (by date) the "Fifteen Questions'
pamphlet was given to the employee.

Supervisor's Guide

A supervisor's guide ‘Helping Your Injured Employees' which answers many
questions concerning workers' compensation benefits is available from the local
personnel office, safety coordinator, or the Department's Health and Safety Unit.
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Documentation
Complete the supervisor's review in detail to indicate all the facts
surrounding the injury.
Include a recommendation for EIDL if the physical injury resulted from
inmate/parolee assault.

. SCIF Form 3067 shall be filed even if the supervisor does not agree
with the employee's claim for benefits. The filing of this report is not
an admission of liability. However, it does start the Statute of
Limitations running when filed and the employee receives a notice of
benefits or the employee's "Fifteen Questions' pamphlet.

In all cases of loss of time from work:

e  Maintain personal contact with the employee who is unable to return to
work.

J Arrange for completion of CDC Form 998, Employee's Attendance
Report.

e  Discuss return to work with the employee, physician, return-to-work
coordinator and other appropriate staff.

. State on the supervisor's review (in the “comments” section of the CDC
Form 998) that the attending doctor was contacted and advised of the
availability of modified work assignments, or

. Explain why contact and light duty discussion did not occur.

Complete SCIF Form 3067, Employer's Report of Occupational Injury or

Illness, within 24 hours after knowledge of the injury or illness. If there is

any doubt as to whether the injury was work-related as a result of State

employment, the supervisor shall check the appropriate box. Only factual,
not subjective, information should be reflected in the supervisor's statements.

Upon completion, forward the original and six copies to the reviewing

officer.

In those injuries which involve immediate medical assistance from a private

physician, complete three copies of SCIF Form 358, Medical Service Order,

and distribute this form as follows:

. Employee - one copy.

e Supervisor - one copy.

Workers' Compensation file - one copy.
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Physician’s Designation

e Unless the injured employee has on file a previously completed
Physician's Designation, CDC Form 912, select the treating
physician from the Notice to Employees, STD Form 621.

. Complete Medical Service Order SCIF Form 358, and give to the
employee prior to receiving medical care, if possible.

Medical Service Order

. If the injured employee is not able to return to full duty within
five working days from the date of injury, notify the local RTWC
immediately.

31020.7.5.1.2 Employee Responsibility

The employee shall:

. Immediately report injuries (within 24 hours) and inform the
supervisor of the details surrounding the incident. Failure to
promptly report the injury promptly may result in delay of
benefits.

. Obtain necessary first-aid treatment (from the medical department
if the injury occurs in an institution) and return to work if
medically feasible.

. If the employee is unable to return to work or if further medical
treatment is required:

e Inform their supervisor immediately.

e  Participate in examinations and treatment by a physician or
facility prescribed by the Department, or the employees own
physician if the Physician Designation, CDC Form 912 was
submitted prior to the injury.

. Complete and submit the Employee's Attendance Report,
CDC Form 998, for all time lost because of the injury.
. Return to work as soon as medically feasible.
31020.7.5.1.3 Reviewing Officer’s Responsibility
The reviewing officer (second level supervisor) shall:
. Review the content of SCIF Form 3067.

e  Make an investigation at the scene of the accident to reconstruct
the circumstances.

e  Talk to the injured and any witnesses to assure that adequate
information regarding the accident has been recorded.

. Assure that the date of the report and the date of injury are within
24 hours of each other. Injuries shall be reported within this time
frame to help ensure prompt delivery of benefits.

e Initiate changes to minimize the potential recurrence of a similar
accident.

. Identify and make recommendations for additional OJT,
when appropriate.

e  Upon completion of review of the accident, send all copies of
SCIF Form 3067 to the Personnel Office.

Distribution SCIF Form 3067

An original shall be made and the appropriate number of copies shall

be forwarded to the Personnel Office for the following distribution:

e Original and one copy to SCIF who shall forward the copy to the
DIR.

. Local safety coordinator (follow-up and recording).

. Personnel/business manager's Workers' Compensation file.

e  Reviewing officer.

e  Employee's supervisor.

31020.7.5.1.4  General Benefit Delivery — Personnel Transactions

Upon receipt of SCIF Form 3067, if time is lost beyond the day of the

injury or if the employee is treated by a private physician, Personnel

shall forward the form to the SCIF Office.

. This form is considered "confidential" and is not automatically
made accessible to the injured employee or their attorney or
representative. Upon specific request, the employee or their
designee shall be given an opportunity to view the completed
form in accordance with the provisions of Section 13030 of this
manual.

. A separate file is maintained for workers' compensation claims
and related material. Access to this file by other staff shall be
limited to those who have a "need to know" in order to perform
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their duties as they relate to the status and processing of the claims.

Injured employees and their representatives are referred to the SCIF office for
information.

The Personnel Assistant II shall prepare and maintain these records.
The unit timekeepers shall notify personnel of time lost.

When an employee goes on temporary disability (TD), the local Personnel
Transactions Section shall send the employee the following:

e  Industrial Disability Benefits Information, STD Form 619, provides the
employee with benefit descriptions; i.e., Industrial Disability Leave (IDL),
TD, or TD with supplementation.

. Benefit Option Selection, STD Form 618, used by the employee to notify the
Personnel Transactions Section of the benefit selected.

Employee Response
The employee has 15 calendar days from the date typed on the STD 618 to notify
the Personnel Transactions Section of the benefits selected. If no notification is
made, the Personnel Transactions Section shall provide IDL benefits if IDL
benefits are greater than TD benefits. If the injured employee is incapable of
making decisions for themselves, a guardian/trustee shall be requested.
The employee shall submit CDC Form 998, Employee's Attendance Report, each
pay period while on TD, IDL, or Employee Response EIDL.
The injured/ill employee may, after 30 days from the date an injury/illness is
reported, exercise the right to be treated by a personal physician/facility within a
reasonable geographic area. The employee may, at any time, request of SCIF a
change of treating physician if existing treatment is felt to be unsatisfactory.
The employee shall accept a medically approved temporary duty assignment when
offered. If this duty is refused, IDL, TD, or EIDL benefits may be terminated with
ineligibility to receive TD benefits. The injured employee shall participate or
cooperate in a reasonable vocational rehabilitation plan or lose entitlement to
EIDL or IDL and shall be placed on TD with supplementation (if otherwise
eligible). The employee shall have 15 calendar days to notify the Department to
supplement TD payments.
31020.7.5.2

Inmates shall:

Inmate Injuries

. Report an injury/illness immediately (within 24 hours) and;

. Inform supervision of the circumstances of the injury/illness.

Failure to complete the above actions may jeopardize or delay any benefits.
31020.7.5.2.1 Distinguishing Non-Occupational Injuries

Departmental staff and inmates shall report all injuries sustained by inmates. This
reporting requirement enables the Department to provide prompt medical care and
to provide an accurate, detailed history of the cause of the injury. An accident
investigation shall be conducted to determine the cause of the injury and necessary
steps to avoid further similar incidents.
Reporting

Because of the high cost of workers' compensation and vocational rehabilitation, it
is extremely important that inmate injuries be differentiated from industrial (job-
connected) and non-industrial injuries. For example, an injury which occurred in a
vocational class may or may not be industrial depending on whether the job
performed is production oriented. An injury which occurs in the welding shop
under the supervision of maintenance personnel is an industrial injury if the
inmates are in an assigned work position.

Recording Guidelines

To provide a uniform method for reporting and recording non-occupational
injuries to inmates, the following guidelines shall be followed:

e When an injury is reported to the supervisor, they shall record the details of
the injury on the reverse side of the Employer's Report of Occupational
Injury or Illness, SCIF Form 3067. All the same information shall be
recorded as though the injury was an occupational injury. Be sure to mark
the proper block indicating that the injury is not a work-related injury or
illness.

. Forward a copy of the completed SCIF Form 3067, after supervisor's review,
to the inmate's C-File and the local safety coordinator for their review and
appropriate action.

. The medical department shall provide appropriate treatment or medical
referral, then complete a CDC Form 7219, Medical Report of Injury or
Unusual Occurrence giving all the details of the injury, diagnosis, and
prognosis. Forward copies to the local safety coordinator and the inmate's
C-File.
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Inmate Injury Recording

In order to provide a convenient, centralized record of inmate injuries,
illnesses or deaths which fall within the definition of a recordable
occupational injury or illness, the Log 200 shall be maintained by the
medical department.

. This shall be a separate log from that maintained for employee
cases.

e  This log may be used to record all injuries to inmates which
require more than first-aid treatment.

. Work injuries on the log shall be identifiable as such.

The SCIF Office handling the workers' compensation claim for an
occupational injury shall be provided with copies of SCIF Form 3067
and CDC Form 7219 and supporting documentation, which is
completed for a non-occupational injury/illness suffered by the inmate
at any time during their incarceration. This information is used to make
a proper determination for workers' compensation benefits.
31020.7.5.2.2  Occupational Injuries

Under the provisions of Chapter 1347 of the Statutes of 1976, inmates
are eligible for workers' compensation benefits for injuries which occur
during their incarceration while engaged in assigned work as long as
the inmates are not injured as the result of an assault in which they
were the initial aggressor or as the result of intentional acts of the
inmates to injure themselves. These provisions:

. Ensure to injured inmates and those dependent upon them an
adequate means of subsistence after their release if they are
unable to work.

. Provide any and all reasonable medical treatment to cure or
relieve the inmate from the effects of the injury/illness.

. Provide for rehabilitation of injured inmates so that they may
engage in suitable and gainful employment upon their release.

The requirements of CAL-OSHA (LC 6300 through 6708) do not apply

to inmate injuries or illnesses with the exception of LC 6413

and 6413.2.

The reporting requirements apply to inmates' occupational injuries in

the same manner as with employees, except:

. All medical treatment to an inmate worker shall be rendered by,
or at the direction of, the institution medical department.

. An inmate worker who is unable to return to work immediately
shall be placed in lie-in, temporary medical unassigned, or
permanently disabled status by action of the institution medical
department. The case shall be presented to the classification
committee for confirmation of the action.

The workers' compensation law is more specific and detailed than this

section which is general and simplified as much as possible. If there is

any conflict, the law takes precedence and shall be used as the basis for
all decisions.

31020.7.5.2.2.1 General Responsibility

To prevent or reduce the severity of injuries and to minimize the
Department's costs, the following are of special importance:

. For administrative staff:

. Establish a prompt reporting system for work-related
injuries or diseases to inmates.

. Establish procedures which call for follow-up by a
supervisor to ensure that proper treatment is provided to
assist the inmate to return to an appropriate work
assignment as soon as medically feasible, and to see that
rehabilitation services are offered when needed.

. For work crew supervisors or other appropriate employees:

. Ensure that inmates wear proper clothing on the job,
including headgear and footwear, and that all safety devices
are used and all safety procedures are followed.

e Ensure that first-aid is administered for minor injuries and,
if necessary, to arrange for medical treatment by a
departmentally-employed physician upon discovery of a
work injury to an inmate.

e  Report the results of the accident or illness, the actual or

probable cause, the action taken, and the known facts about
the accident or illness.
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e  Arrange transportation with appropriate security precautions for the
injured inmate using State vehicle, taxi, ambulance, or other
appropriate vehicle.

SCIF reporting shall be done within five calendar days from the time the inmate's
injury was known to need medical attention other than first-aid. This includes the
following:

. Fatalities attributable to the work assignment.

. Injuries or illnesses which are work-related and result in the loss of a work
day.

. Non-fatal injuries or illnesses which do not result in any lost work but do
result in a transfer to another assignment, require medical treatment (other
than first-aid), or involve loss of consciousness or restriction of work or
motion.

If there is any doubt about the need for treatment beyond first-aid, arrangements

shall be made for an examination by a physician and the injury or illness shall be

reported to SCIF as outlined above. A SCIF Form 3067, Employer's Report of

Occupational Injury or Illness, shall be completed whenever there is a

disagreement between the inmate and Department staff regarding eligibility of the

inmate for workers' compensation benefits.

The institution shall designate a staff person to coordinate the workers'

compensation program for inmates. The duties and responsibilities of this

assignment include, and are not limited to the following:

. Ensuring that all SCIF forms are completed as appropriate.

. Transmitting the original of SCIF Forms 3067 and 3010 to SCIF within five
calendar days from the date the inmate's injury was known to require medical
treatment other than first-aid. Copies of the forms shall also be forwarded to
the following:

. The Division of Labor Statistics and Research, P.O. Box 965,
San Francisco, CA 94101.
. The reviewing officer.
e The institution safety coordinator (for follow-up and record).
. The records officer for the inmate's C-File.
. The Health and Safety Office, Central Office.
31020.7.5.2.2.2 Responsibility of the Workers' Compensation
Coordinator for Inmates
Each institution's business manager and the assistant RPA of each region
shall:

. Oversee and coordinate the Workers' Compensation Program for inmates to
ensure prompt, uniform reporting and follow-up.

. Serve as the institutional or regional parole contact person for information
and inquiries from Central Office, SCIF, the DIR, other state agencies, and
the public for work-related injuries to inmates.

e  Recommend to the Warden/RPA and the Departmental Health and Safety
Officer any needed changes in the Workers' Compensation Program for
inmates.

31020.7.5.2.2.2.1

Benefits

All inmates shall be given general information on the availability of workers'

compensation benefits for injuries sustained in the performance of assigned work

at the time of their commitment or transfer to the Department.

Notification to Inmates of Workers' Compensation

The same information shall be posted at every institution and camp in conspicuous
locations where inmates throughout the facilities shall have access to it. It is
especially important that the information be posted at, or reasonably near, inmate
work locations.

The Department shall provide to injured inmates individual notice of the
vocational rehabilitation services that are available to inmates disabled for 28 days
or more.
31020.7.5.2.2.3

SCIF Form 3067
Any injury to an inmate which results from the performance of their assigned work
as defined in DOM 31020.7.5.2.1 of this chapter, regardless of the seriousness of
the injury or the treatment required, shall be reported on SCIF Form 3067. The
supervisor of the injured inmate shall complete the form in sufficient detail to give
an accurate picture of the circumstances which caused the injury and forward it to
their supervisor. Only facts, not opinions based upon speculation, shall be
documented.

Preparation and Use of Required Forms

The inmate's CDC number and the ward "inmate" in red ink shall be included in
item 6; date of imprisonment shall be shown in 12A; N/A shall be shown in
items 13 and 13A. SCIF Form 3067 is then forwarded to the reviewing officer.
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The reviewing officer shall:

. Review SCIF Form 3067 and make an investigation at the scene
of the accident to reconstruct the circumstances, question the
injured inmate and any witnesses, and generally ensure that
adequate information regarding the accident has been recorded.

. Initiate any changes to minimize the potential for another similar
accident, including additional OJT if needed.

. Submit a "Supplemental Information Regarding Work
Disability", SCIF Form 68a if SCIF Form 3067 is found to
contain inaccurate information.  Additional information is
provided for further clarification of circumstances surrounding
the injury. It is important that the questionable facts about the
alleged circumstances of injury or death be reported to SCIF so
that it may investigate as needed.

Examples of circumstances requiring a supplemental report to SCIF are

when:

. The date of the inmate's release from prison becomes known
after the injury.

. A parolee receiving temporary or permanent disability
benefits is returned to prison.

e A parole violator, who had been receiving temporary or
permanent disability benefits, is subsequently released from
prison.

e  For a work-related injury or illness which required the medical
services of a physician, request the preparation of the “Doctor's
First Report of Occupational injury or illness”, SCIF Form 3010
from the medical department.
Any  forms, reports, or correspondence  between  the
Department/institution/parole region and SCIF become the property of
SCIF and shall not be released to any inmate or employee except
through the SCIF adjuster in charge of the claims file.
Distribution
SCIF Form 3067 and copies shall be forwarded to Personnel for the
following distribution:

e  Original and first copy to SCIF which forwards the copy to the
DIR.

. Second copy to the institution's file.

e Third copy to the inmate's C-File.

e  Fourth copy to the Health and Safety Unit.

31020.7.5.2.2.4 Notice of Inmate Death

Submitting SCIF Form 3067 serves to notify the Division of Industrial
Accidents of the death of an inmate from work-related causes. The
Division of Labor Statistics and Research shall be immediately notified
by telephone or telegraph of the inmate's death and provided the
following information:

. Inmate's name.

. Marital status.

. Age.

. Cause of death.

. Date of death.

. Job classification.

31020.7.5.2.2.5 Acceptance or Rejection of Claim

SCIF notifies the injured inmate by form letter of the claim status and
benefits. Departmental staff shall ensure that the injured inmate
receives this information promptly. If the claim is rejected, the notice
includes instructions for appealing SCIF's decision.

31020.7.5.2.2.6 Appeals

If SCIF denies a claim, the inmate may appeal to the Workers'
Compensation Appeals Board (WCAB). A WCAB judge is then
assigned to the case and the institution or parole office is notified of the
time and place of hearing.

If the inmate requests or if the judge determines the issues are
sufficiently complex, an attorney shall be assigned. The inmate shall
select an attorney from a panel of qualified workers' compensation
attorneys proposed by the WCAB judge in the geographic area. The
WCAB judge shall set the attorney's fee which must be paid by the
Department if the proceedings are held while the inmate is incarcerated.
If the proceedings continue after the inmate is released to parole or
discharged, the workers' compensation award stipulates what portion, if
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any, of the attorney's fee shall be paid by the Department. The workers'
compensation attorney shall be accorded the same rights and privileges, and
subject to the same restrictions, as any other attorney retained by inmates.
Any hearing requiring the inmate's appearance while incarcerated shall be held at
the place where the inmate is housed.
31020.7.5.2.2.7 Workers' Compensation Benefits
Injured inmates are not entitled to any temporary disability indemnity benefits
while incarcerated in a State prison. Inmates may qualify for full or partial
temporary disability indemnity benefits upon release from prison. The inmate's
eligibility shall be determined by SCIF. Such benefit payments shall cease for any
period of time during which the inmate is re-incarcerated.

Pre-Release Referral
During the pre-release process, an injured inmate's eligibility for temporary or
permanent disability indemnity payments shall be determined by institution or
parole staff and SCIF. The pre-release referral material shall include the status of
any claim for workers' compensation benefits.
31020.7.5.2.2.8

SCIF Form 3010
An injured inmate shall be provide necessary and reasonable medical treatment.
The Department has control over treatment provided to an injured inmate while
incarcerated in a State prison. The medical department shall complete a Doctor's
First Report of Occupational Injury or Illness, SCIF Form 3010, for each industrial
injury for which an inmate is treated.

Medical Treatment

Consulting Physician

In serious cases the inmate is entitled, upon request, to have the Department pay
for the services of a consulting physician. The Department shall select the
consulting physician who shall be accorded the same privileges and courtesy
extended to any physician who provides services to the Department. The
provision for a consulting physician in serious cases is designed to meet the
possibility of disagreement between the injured inmate and departmentally
employed medical staff. Departmental staff shall make a reasonable physician
effort to select a consulting physician who is acceptable to the inmate. This may
be accomplished by offering the injured inmate a choice of three physicians from
whom to choose. The provisions of Section 54040 of this manual are applicable if
the costs are borne by the inmate or their representative.

Any request from injured inmates to have the services of a physician for
consultation shall be approved by the CMO, or by the departmentally employed
physician in the parole division, who shall notify the institution business manager,
or in the case of a parolee, the Department's Health and Safety Officer, if it
appears that there shall be a recurring need for the physician's services.
Departmental staff shall provide whatever assistance is reasonably necessary to
engage and facilitate the services of a consulting physician when requested by the
inmate.

If staff must arrange for medical treatment of injured inmates from persons who
are not employees or under contract to the Department, the physician, ambulance
service, or hospital shall be selected from those listed on the Notice to State
Employees, STD Form 621, when possible. This form is posted at each State
office and place of work. All other ambulance service and hospital arrangements
shall be made as directed by the physician until departmental medical staff assume
responsibility for the case.
An injured inmate who required medical treatment beyond first-aid shall not be
permitted to return to any work assignment without approval of the CMO or
treating physician.

Treatment Upon Release
If medical treatment is necessary after the inmate's release from State prison, SCIF
becomes responsible for the first 30 days following the reporting of the injury.
Thereafter, the released inmate may choose any physician or facility until
treatment is no longer required subject to SCIF rules. SCIF shall be notified of the
name and address of the physician or facility selected.
31020.7.5.2.2.9

Special Appropriation
Reimbursement to SCIF for the cost of benefits and related expenses shall be paid
from a special appropriation established for that purpose.

Billing Code
The Assistant Deputy Director, Financial Management and Support Services
Branch, shall notify both the Institutions and P&CSDs each year of the correct
billing code which shall be inserted on SCIF Form 3067 in the space provided
for “Payroll Agency Code or SCIF Policy No.” SCIF submits its invoices directly
to the Department's accounting office in Central Office. The eligibility of each
inmate whose name and departmental identification number appears on the invoice
shall be checked against the accounting office copy of the SCIF notification of

Payment of Claims
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acceptance or of the WCAB's award. If valid, a claim schedule shall be
submitted to the SCO.

Expenses in Excess of Normal

Any expenses for departmentally authorized medical services during
the inmate's incarceration which are attributable to the workers'
compensation claim and in excess of the medical services normally
provided to the inmate in these circumstances shall be charged to the
special appropriation.

Normal Medical Services

All normal medical services currently provided shall continue to be
funded from the Department's support appropriation. Additional costs
to the Department may include, but are not limited to, special
consultant services required by the inmate, special examinations and
treatment necessary to evaluate workers' compensation claims, and the
need for medical staff to testify at the appeal hearings.

Attorney Fees

If the inmate is represented during any appeal proceedings by an
attorney selected from the panel provided by the WCAB judge, the
attorney's fee shall be determined by the WCAB judge and paid by
SCIF.
Special Liaison Duties

Any additional costs incurred by the Department, clearly necessary as a
result of workers' compensation claims for inmates shall be charged to
the special appropriation. An example is special liaison duties
requiring additional staff travel and overtime.

Invoices

The institution/parole region shall submit invoices to the accounting
office in Central Office, listing additional expenses by inmate name and
identification number, with supporting documentation showing the
reasons for the expenses attributed to workers' compensation.

31020.7.5.2.2.10

Vocational rehabilitation services needed to determine an inmate's
eligibility as a qualified injured worker and to develop any required
vocational rehabilitation plan shall be provided by a qualified
rehabilitation representative chosen by the Department and SCIF. Such
services shall be provided the inmate as soon as feasible and prior to
the inmate's release from custody if possible, to prepare the inmate for
suitable gainful employment upon release.

Rehabilitation Services

Notices

In cases where a work-related disability continues beyond 28 days, the
institution's workers' compensation coordinator for inmates shall notify
the injured inmate that rehabilitation services are available. A copy of
the notice shall be forwarded to DOR and SCIF.

Rehabilitation Program

The institution's workers' compensation coordinator for inmates shall
initiate a rehabilitation program for cases where there is a reasonable
expectation that the injured inmate shall benefit from a rehabilitation
program. When an eligible injured inmate is released, the institution's
workers' compensation coordinator for inmates shall notify SCIF so
that SCIF can initiate a rehabilitation program. The plan shall include
the following elements:

Inmate Residence Plan

. For those cases in which the rehabilitation program shall not be
completed prior to the inmate's release or in which the
rehabilitation program does not start until the inmate is released
because the injury occurred shortly before release, it is important
to ensure continuity between the rehabilitation services provided
by the institution and those available in the area where the inmate
plans to reside upon release. This means that the inmate's choice
of residence may be strongly influenced by the availability of a
particular rehabilitation service.

e A written description of the rehabilitation plan shall be presented
to the Institution Classification Committee or designated
subcommittee (if prepared by parole staff and SCIF) for approval.
The written description shall be included in the inmate's C-File,
and a copy shall be given to the inmate. The rehabilitation plan
shall be forwarded to the rehabilitation bureau consultant of the
DIR.

31020.7.6

The Department shall make reasonable accommodation to the known
physical or mental limitations of handicapped applicants or employees,

Return-to-Work Program
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including persons who become disabled while employed by the Department.

This requires maintenance of an active Return-to-Work (RTW) Program for
industrially injured employees, and to the extent possible, those who are disabled
as a result of non-industrial factors. This program shall:

e  Facilitate the early return to work of injured employees through a temporary
duty assignment for medically restricted staff program.

. Provide a process for rehabilitation, transfer, or other solutions for long-term
disability cases.

The goal of the program is to reduce the average number of lost time days
resulting from industrial injuries. Attainment of the reduction goals established
requires strong RTW committees and accountability of management. Continued
effort in reducing time lost from industrial accidents is essential.

31020.7.6.1 Objectives

Return occupationally injured employees to work as soon as medically possible to
departmentally identified positions or develop an alternate plan of employment.

Minimize suffering, financial loss, and time loss because of an employee's
occupational injury or illness through a planned, systematic program. The
program requires that:

. Employees and supervisors report injuries promptly.
e  Employees receive prompt medical attention.

. Communication be maintained between the injured employee and the
institution/parole region RTWC and/or the employee's supervisor.

e  Temporary modified duty assignments be identified and provided (when
available) within prescribed medical limitations.

Reduce workers' compensation costs.

Involve the Departmental Health and Safety Officer, the area RTWC, the
immediate supervisor of the injured employee, and the SCIF claims representative
in a structured planning process for potential RTW problems and follow-up of
long-term disability cases.

The program shall be maintained in all institutions, parole regions, and Central
Office.

31020.7.6.2 Departmental Health and Safety Officer's Responsibility
The Departmental Health and Safety Officer shall:

e Assist area RTWCs and councils with solving industrial (and non-industrial,
as feasible) injury case problems.

. Assist in the establishment of area RTW council and participate in area RTW
council meetings at least on a quarterly basis.

e  Provide information on RTW options and employment opportunities.
e Arrange for services of a qualified rehabilitation representative as requested.

e  Coordinate RTW council meetings for institution and parole region
committees.

. Assist in the establishment and coordination of Early Intervention Programs
at each institution and parole region.

31020.7.6.3
Each institution and parole region shall designate an RTWC who shall:

Area Return-to- Work Program Coordinator's Responsibility

. Serve as a member of the area RTW committee and work with the
appropriate offices of SCIF.

. Schedule RTW council meetings.

. Identify and follow up on compensable injury cases and maintain appropriate
monthly records.

e  Establish reasonable RTW plans and time frames.

. Involve and advise supervisors and employees in working toward an
equitable solution.

. Identify assignments for use of temporarily disabled employees and maintain
follow-up records of assigned employees.

. Maintain and/or ensure that supervisors maintain communications with
injured employees.
. Serve as the local early intervention coordinator.

e  Use the CMO to assist in the identification of employees assigned to the
RTW program.

31020.7.6.4 Area Return-to- Work Councils

Each institution and region shall establish an RTW Council to assist the RTWC in
reviewing disability cases.

31020.7.6.4.1 Responsibility
The RTW Council shall:

. Review all cases involving injured employees who may have potential
problems returning to their normal job duties.
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e Discuss all claims within that institution/parole region's
jurisdiction which have an Application for Adjudication pending
with the Workers' Compensation Appeals Board (WCAB). This
discussion develops current information to resolve disputed issues
and encourage settlement.

. Determine appropriate referrals to the Early Intervention
Program.
Action Plan

. Develop for each case reviewed, industrial or non-industrial, a
plan of action to return the disabled employee to productive
employment.

The supervisor of the injured employee, and/or person familiar with the
status of the case, shall be included in the council discussions as often
as possible.

31020.7.6.4.2 Membership

At minimum, the RTW Council shall consist of a person with authority
to settle, a representative from personnel and safety, a SCIF claims
representative, and a member from the Health and Safety Unit. The
RTWOC shall be the chairperson.

31020.7.6.4.3 Meetings
The RTW Council shall meet on a regular basis at least once quarterly.
31020.7.6.4.4 Minutes

Minutes of the RTW Council shall be taken by staff provided by the
institution/parole region and sent to the Departmental Health and Safety
Officer within ten working days following the meeting. Minutes shall
be marked "Confidential" and treated as such.

Minutes shall include the following:

. Name of injured employee.

. Age of injured employee.

. Occupation at time of injury.

. Length of employment with the Department.

. Nature of injury (including brief description of how injury
occurred).

e Whether claim is litigated (application filed with the WCAB).

. Whether attempts have been taken to return the employee to work
and the results of these attempts.

. Plan of further action to be taken.

31020.7.6.5
Restricted Staff

Temporary duty assignments for medically restricted staff are:

Temporary Duty Assignments for Medically

. Positions identified or developed for a limited time period.

e For employees with medical restrictions who cannot perform their
regular duties.

. Assignments which are necessary to local operations.

Any early return-to-work for eligible employees, even in a modified
capacity, has two major benefits:

. The longer employees are off work for medical reasons, the less
inclined they are to return to work. Temporary duty assignments,
therefore, tend to shorten the time needed to return full-time to
regular assignments.

. Returning employees to work:

. Reduces workers' compensation, industrial disability leave,
non-industrial disability leave, disability insurance benefits
and sick leave expenditures.

. Results in the completion of projects/assignments normally
relegated to a lower priority because of lack of staff.

The RTWC shall implement and monitor the temporary duty
assignment program.

31020.7.6.5.1  Eligibility Criteria

Staff with all types of temporary disabilities including, but not limited
to, sprains, fractures, pregnancies, back injuries, and stress-related
disabilities shall be eligible for such temporary duty assignments as are
available in keeping with their medical restrictions.

Eligible staff are those who have received medical clearance for a
modified assignment from both their treating physician and the CMO
of the institution in which they work or which is nearest their work
location if they are P&CSD staff or Central Office staff. Their medical
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prognosis shall also indicate a reasonable expectation of returning to their regular

assignment within 60 days.

Probationary employees shall not be eligible if they have not worked the required

number of days, as specified in SPB Rule 321.

Priority shall be assigned as follows:

. Those receiving Enhanced Industrial Disability Leave (EIDL), Industrial
Disability Leave (IDL), or Temporary Disability (TD) payments in regular
positions requiring back-up.

. Those on IDL, EIDL, or TD with no need for back-up.

e  Those on extended sick leave.

e  Those on NDI.

In each category, short-term injuries/illnesses shall receive first priority.

31020.7.6.5.2 Compensation

While on a temporary duty assignment, the employee shall continue to receive the

salary commensurate with the regular civil service classification.

31020.7.6.5.3 Uniforms

Uniformed staff working in a non-uniformed temporary duty assignment shall not

wear their uniforms.

31020.7.6.5.4 Refusal of Assignment

Refusal to accept a temporary duty assignment by an eligible individual may result

in discontinuance of IDL, EIDL, or TD benefits or placement in a non-pay status.

31020.7.6.5.5 Medical Assessment Requirements

Upon returning to work, the employee shall provide a medical release from the

treating physician. The release shall detail the medical restrictions placed on the

employee's return to work and shall project the time frame for return to full-time
regular duties.

The CMO reviews and may concur with the assessment of the treating physician.

If the CMO does not concur with the assessment of the treating physician, the

CMO, with input as needed from the SPB medical officer, shall then review the

case and make a decision regarding the employee's ability to return to work.

When both medical clearances have been obtained, the RTWC, with input from

the employee, the employee's current supervisor, the prospective temporary duty

assignment supervisor, the CMO, and other staff as directed by the hiring
authority, shall develop an assignment.

The hiring authority shall review and approve the assignment plan.

31020.7.6.5.6 Monthly Medical Status Reports

The employee may be required to obtain monthly medical status reports by the

treating physician and the CMO in order to return to full duty as soon as possible

or to return to the previous status (IDL, EIDL, TD, NDI, sick leave or leave of
absence) if the medical condition worsens.

31020.7.6.5.7 Extension of Temporary Duty Assignments

If, after the initial temporary duty period, the employee is still not able to return to

full duty, the RTWC may extend the temporary duty assignment as needed, not to

exceed a total of 120 calendar days. Extensions shall be granted only when there
is medical justification indicating that the employee shall be able to return to full
duty by the end of the extension period.

Only one such temporary duty assignment, not to exceed the maximum allowable

time limits, shall be permitted the employee within a 12-month period for each

specific disability.

31020.7.6.5.8 Monthly Administrative Reports

Temporary duty monthly reports on the prescribed form shall be submitted to the

Departmental Health and Safety Officer by the 20th day following the end of each

month.

31020.7.6.6 Identification of Temporary Duty Assignments

The Institutions Division, P&CSD, and ASD shall identify a reasonable number of

temporary duty assignments. Such assignments shall be funded from existing

resources consisting of IDL, EIDL, NDI, and sick leave appropriations.

The following list provides suggestions for temporary assignments, however, each

assignment shall be individually assessed, with an overall consideration for the

safety and security of staff, inmates and visitors. Assignments may not be
appropriate and no assignment shall be viewed as mandatory.

e Academic/vocational education:

e Teacher's Aide.
. Tutor.
e Curriculum developer.
. Test corrector.
e  Library.
e  Librarian.
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. Typist.
. Filer.
. Maintainer of paperwork displays.
. Shelf reader.
. Law materials.
. Book inventory clerk.
. Auto Shop.
. Parts chaser.
. Mechanic assistant.
e Gas pump operator.
. Warehouse.
e Warehouse telephone operator.
e  Inventory forms clerk.
. Shelves stocker.
. Supplies receiver.
. Laundry.
. Clothes marker.
. Towel and sheet folder.
. Other.
. Appeals investigator.
. Business manager assistant.
. Captain's clerk.
. Caseworker assistant.
. Classification representative assistant.
. Community resources assistant.
. Contraband control officer.
. Control room officer.
. Culinary assistant.
e  Fire department assistant.
. Personnel office.
. Stock clerk.
e Property officer.
e  Telephone operator.
. Inmate trust office.
. Towers/observation posts.
. Hospital control desk.
. Foyer/front desk.
. Visiting room.
31020.7.6.7

Generally, employees disabled as the result of an industrial accident or
illness shall be offered vocational rehabilitation if they cannot return to
their normal and regular employment.

Vocational Rehabilitation Training

. The area RTWC shall meet with the rehabilitation representative
to review the proposed rehabilitation program.

. The area RTWC shall provide a recommendation to the hiring
authority.

31020.7.6.8

In evaluating a reduction in time, the severity rate shall be used as the
measure.
CAL/OSHA Form 200

The Log and Summary of Occupational Injuries and Illnesses,
CAL/OSHA Form 200 ("Log 200"), shall be reviewed by the
Departmental Health and Safety Officer. This Log 200 shall be
compiled by the departmental safety coordinator from data provided by
institutional and regional staff. All copies of the required Log 200s
shall be forwarded to the Office of Insurance and Risk Management as
requested.

31020.7.7 Early Intervention

The Department is committed to implementing Early Intervention (EI)
as a major component of the RTW Program to conserve fiscal and
human resources.

Program Evaluation

EI ensures that all parties involved in workers' compensation cases are
fully informed of available options, that decisions are reached
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expediently, and that action is taken to implement those decisions in a timely
manner.
31020.7.7.1
Maintain EI as a component of the RTW Program, at all institutions/parole regions
and Central Office.

Return industrially injured/ill employees to work as soon as possible. Many
injured/ill employees don't need referral to EI because they are receiving benefits
and can be expected to return to work.

Objectives

Assist the employee in locating suitable placement or request ordinary or disability
retirement from the PERS if it appears that the employee cannot return to the usual
and customary job.

31020.7.7.2 Reports

To ensure that EI functions properly, the following actions are necessary:

Injury Reporting

. Each institution/parole region and Central Office shall develop a system to
ensure that employees and supervisors report injuries prompt